Master Data

Chapter 4 Other Personnel Actions

z Process a Rehire (Former NAF Employees)

This procedure should be used to “rehire” when processing former NAF employees.
All of these former employees should already bein the HR system. You will be required
to enter the former employee’ s Personnel 1D number.

This action uses the copy mode for severa infotypes. It isimportant that you remember
the information that has defaulted in the fields pertains to a previous action and some
fields may need to be changed to reflect the current action.

After you have entered your changes to an infotype and used the enter key, you should
receive amessage telling you that a previous entry will be delimited. This verifies that
you want to make the change and that you previously have changed the “From Date” to
reflect that your record will now be the current record. Y ou will proceed through the
message by using the Enter key and you will then be prompted to save your entries.

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40
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Press the Execute icon E and the Infotype 0000 - Copy Actions screen is shown.

™ Copy Acting

Infobpe - Edt Gato Extras  System  Help
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We will make various changes to this screen and they are reflected in the screen shot
above. We will validate the changes before we save the record. Here are the inputs that

we have used.

Field Name Description R/O/C | User Action/Values

Action type Rehire R Will default in

Reason for action | Thereason the R Y ou may enter the action directly
actionisbeing or use the dropdown menu to
performed select.

Employment User defined R Field will default in Active

Position User defined R Clear thisfield.

Personnel Area The assigned area of R Clear thefield before selecting
the position within Will default from the position
the organization number selected

Employee Group The group that the R Clear the field before selecting
employee will be Will default from the position
assigned to number selected
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Employee The assigned R Clear thefield before selecting
Subgroup subgroup for the Usedrop down arrow to select.
employee
@

Press the Enter icon

Enter icon

@

. You will get the Record Delimited warning message. Press the

again. You will be warned to save your entries.

[ ]
Press the Saveicon )

Y ou will now see the next infotype in the rehire action series the Infotype 0002 — Copy
Personal Data

™ Copy Personal Data
[Mfobwps Edk Gobo Exbres  System Help
& || -lB|¢eeLHE snan BE @
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We have made no changes to infotype record so we validate the entries and save the

record by clicking on the Save icon .

If there are any changes to any of these infotypes, make the changes and/or additions. If
there are none and the information as stated on the infotype remains the same:

@

Press the Enter icon

@

. You will get the Record Delimited warning message. Press the
Enter icon again. You will be warned to save your entries.
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[ ]
Press the Save icon

The next infotype is 0001 — Copy Organizational Assignment as shown below.

= Copy Orgamizaticnal fsciguneent
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Validate all the entries on the screen and then: Press the Enter icon

the Record Delimited warning message. Press the Enter icon

warned to Save your entries.

[ ]
Press the Saveicon )

HRV1 — February 2001

‘_@ . You will get

@

again. Youwill be

4-4



Master Data

As you go through the infotypes during the rehire process, validate the entries for
accuracy, make the changes and/or additions as needed and:

@

Press the Enter icon

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to Save your entries.

[ ]
Press the Save icon

The next infotype 0006 — Copy Addresses appears.

™ Copy Addresses i

Infotype Edit Goto  Extras  Swstem  Help

&l FIBlecQ DM anaalRRI@
=N P
Personnel no 155 M ame m Statuz fithdrawn
EE group rT_ Separated Perzonnel ar 1287 Morthwest Region Mw'R
EE subgroup Iﬁ Terminated S5HM I55l3—85—958£1
From Im * o m
Address
Address type IF'elmanent Residence j
cio I
Address line 1 I'I 1555 Marth Street
Address line 2 I
Citydeounty IWhidbe_l,l lzland
State/zip code IW “w azhington W
Country key IUSA _'J
Telephone number I?iﬁ m—
Communications | I— I
I
I
I [ ]

Again, there have been no changes in this information so we follow the same steps as
before.
@

Press the Enter icon

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to save your entries.

[ ]
Press the Save icon

The next screen to appear isthe Tax Area. Always select the state of residence on this
pop up window.
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x|

Tax area | Description PostalCode |PostalCode |Start date End date
FED Federal 00000-0081 | 99999-9999 | 91/01/1980|12/31/9999
TER State of Tennessee 37000-0000 | 38599-9990 | 81,/81/19808|12/31/9999|

v | B[] &%

Double click on state name or click once, then select the green check | @ | This
populates the tax areafield on the next screen, Create Residence Tax Area.

™ Create Residence Tax Area _

Infotype Edit Goto EBExtras System  Help

&l SlDjece Lk anaa IR @
|gme

Fersonnel ho I 1883 M arne IHHTHLEE... Status Active

EE group IE ME Perzonnel ar I?'? (1] Headquarters

EE subgroup lﬁ Reg Full Time S5M |132—ll2—3318

From [03/20/2001 ﬂ to [12/3179999

Resident data

Taw area ITH

Tax Authorities in Area

Tax authority Tax Level

Press the Enter icon ‘E

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to Save your entries.

[ ]
Press the Save icon
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The Delimit Work Tax Area screen will appear. When you get to this screen, select the

o

line with state of residence, click on thedelimiticon: — . This saves the transaction.

Select | @ | then the icon.

= Delimit Work Tax Area

Infobvpe  Edit Goto Extras  Systemn Help
|l S Heee 2HE Dnan IR @
o
Perzonhel no 723 Mame I[.‘-URTIS .. Status Active
EE group F Ma, Perzonnel ar |1 287 Marthwest Region kiwH
EEsubgroup |GG Flex Continuing 55N [448-32-5400
B3 Choose Iﬂll.l' a2/72a881 ﬂ to Iﬂllf az2/2881 STy I Drelirvit. date Iﬂll.o' az2/20881
Start date End date Taw | Auea Pct. LI
0.0 /2001 12/31/9993 WA |State of Washington 0.00

The next infotype Create Unemployment State appears.

™ Create Unemployment State

Infotype  EBEdit Golo Exiras Swstem  Help

||l DB ececne anana IR @
lams

Personnel hio | 1883 MHame IHFITHLEE... Status Active

EE group E MF Perzonnel ar |?9 aa Headquarters

EE subgraup [FT Reg Ful Time SN [132-42-3318

From [63/20/2001 B [12/3179999

|Unemplu_l,lment data

Tax autharity |TH Tenneszes

Press the Enter icon ‘E

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to Save your entries.
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Press the Saveicon

™ Copy Withholding Info W4 /W5 US
Irfotyme Edit Goto Exlras Swstem Help
& |1 ;Igieraaumm asas OF @
e =2
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EE g 5 wr Pesornslan 7900 Headquater:
LE subgap [FT RecFul Tie 5o [122-n2-2218
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Fomcsle  Endoels | Supplemertslmeithod | Tesoverids | £ a

We have received a new W4 from the rehired employee and must make the changes to
infotype 0210 — Withholding Info W4/W5 US . In this caseit is for the Federa
Withholding as indicated on the screen.

@

Press the Enter icon

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to Save your entries.

[ ]
Press the Saveicon )

The next infotype in the process of rehiring an employee appears on the next page.
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™ Create Date Specifications ) -_

Infobype Edit Goto Extras  Swstem  Help

& |l FlDcee CHE anaa RE| @
HBE A2

Personnel no hy M armne IHLEJD D.. Status Active

EE group IE MF Personnel ar 1287 Morthwest Region MwR

EE Wi [FT ReqFull Time 55N 172-53-3002

From |B3fﬂ1f2l]l]1 to i12!31f9999

Date Specifications

D ate upe Drate [rate lype Date
[81 Oiginal Hire Date 01/01/2001 [83 Serice Comp Date 01/01/1997
[on Civiian Service 01/01/2001 [96  Feet Plan Elaibiity 91/01/2002 3|

Thisinfotype 0041 — Copy Date Specifications shows the rehire date, requires no entry
but must be saved.

@

Press the Enter icon

. You will get the Record Delimited warning message. Press the
@

Enter icon again. You will be warned to Save your entries.

[ ]
Press the Save icon

The next infotype is Create Addresses — Unpaid Compensation.
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™ Create Addresses

Infotype Edit Goto Exiras Svstem Help

=2l ClgeceDMi anaanm
3

£| Foreign address

Perzaninel no IW W arne W Status Achive
EE gioup IE MNF Personnel ar Iﬁ Headquarters
EE zubgroup Iﬁ Feg Full Time S5H |132—1I2—3318
Fram Im ta Im
Address
Address type IUnpaid Compenzation ;I
c/o I
Addresz line 1 IEBDD DUNHILL RO]
Address line 2 I
CityAcounty IMILLINGTDN
State/zip code IW W
Country key IUSA ;I
Telephone nunmber I_
Communications I I_
I [
[ [
| [

After making entries, press the Enter icon ‘E to validate. You will be warned to Save
your entries.

. =
Press the Save icon )

™ Copy Additional Personal Data

Infolype  Edit Goto Exiras  System Help
| :l'..E;Jt-“GW_EP.Hﬂ.““ O @

|ame
Faisornel no Rl k] Mame HATHLEE.. Siaus Frive
EE i |; WF Porsonresd & 1NID H ook i s
EE mubgmup [FT FegFdTine 350 M3z-uz-3318

From i E{?lj2ﬂ‘l ﬁ Ta f12fﬂ1{'?999

..ﬁﬂi:un-‘ porzamal dals

Elhric trigin [ttt Higeric rinin =1
Hilday stofs iz deteen

Validate entries by selecting | g | and save this screen.
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The next screen is Copy Residence Status.

= Copy Residence Status

Infotvpe Edit Goto Extras  System  Help
|| I Qlece ek anaa AR @
|lam 2 ;

Perzonnel no I 1883 MHame IHHTHLEE... Statuz Active

EE aroup IE MF Perzonnel ar |?9 aa Headquarters
EE subgroup [FT RegFull Time SSN [132-82-3318

Fraom [E3/20/2001 *|to [12/3179999

Personal identification

Fesidence status I 115 Citizen ;I

1D type

lzzuing Autharity

1D nurnber
lzzuing date

W alidity end date

Employment verification

lzzuing Suthority

Wiork permit number

lzzuing date

|
I
I—
I—
Work permit I ;I
|
|—
I—

Espiry of work, perm.

Record vald from 01/01/2007 to 12/31/9933 delimited at end |SB1 (11100 | IS

@

Press the Enter icon

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to Save your entries.

[ ]
Press the Save icon

=i
The next screen is Create Education. If no entries are necessary, click the icon. If
education datais available, make entriesin al required fields, and save your entries.

The next infotype to appear is the mandated DOD/MWR information type.

Thisisinfotype 9001 — DOD/MWR Specific Data The completed infotype is shown on
the next page.
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™ Create DOD / MWR Specific Data

Infobwpe Edit Goto Extras  System

Help

4

& |l =l

BeaQ@ 2HME D000 BB @

B2

MAF Personnel Office identifier
DOD MwhR Activity Code

18287

o

US5A Funding Under MDA
LS4 Indicatar

Misc.

“weltare ta waork Hire code

D00 Dependent-Sponsar B elationship
Person Hispanic Category Code
Person Designator Tupe Code

0ff Dty Militany Code

Source of Recruitment

Union Eligibility
B argaining Unit Eligibility Code

Bargaining Unit Member Status

Retirement Info.
Fetirement Certificate Mumber
Portability of Retirement Election
Appr. Fund Severance Pay Entitled
Portability of Benefitz Status Code

Pogition Info.

Pozition Sensitivity

Supervizor Pozition

ADP / Kronos Info.

Kronos Badge Mumber
Kronoz Terminal Group
Fronoz Labor Level 3

ADP Company Code

[V Mo Kronos System

Enter icon

ADP File Mumber aeaee8
Misc. Notes
I
Press the Enter icon ‘E Y ou will get the Record Delimited warning message. Press the

@

l!t

Pressthe Saveicon = .

HRV1 — February 2001
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The next infotype in the process 0007 — Copy Planned Working Time appears

™ Copy Planned Working Time '

Infotvpe Edit Goto Extras  Swstem Help

|@ | Bcoce | DME anaa A @
“ Q @ A? m Whork scheduls
Personnel no I 155 M ame |Hast:i.nl_:| . Skatus &chive
EE aroup F Separated Perzonnel ar Marthwwest Region MyWwH
EE subgroup [TR Teminated SN [558-85-9588
Fram IBE!ENIZBEH Ta |12.o'31!9999
~Work schedule ule
Work schedule rule |2 apz2 ﬂF REG 30
~Whorking ime
Ermployment percent I 108.688
Daily warking hours | 8.83
Weekly waorking hours | 48.13
tanthly working hrs | 173.91
Annual working hours I 2087 .88
Wweekly workdays | 5.88

The only entry required was to pick the Work Schedule Rule. In the example it was 2002

—NF REG 30

Press the Enter icon

&

Enter icon again. You will be warned to Save your entries.

Press the Saveicon

@
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. You will get the Record Delimited warning message. Press the
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™ Create Basic Pay '

Infobype Edit Goto  Wage bypes Extras  Swstem  Help

A ecoe MR Do RE|®

“ i £| Salary amount [ Payments and deductions

Personnel no I 155 Marne IHaSting... Statusz Aclive

EE group IT Separated Ferzsonnel ar 1287 Morthwest Fegion kWH
EE subgroup [TR Terminated 55N [s58-85-9588
From I[‘l3!ﬂ1f2[l[‘l1 to |12.f31."9999
- Pay scale
Reazon I_ Ma reason Cap. util. [l |1 aa. 68
Type [B1  NawyMwR wkHrs/period [ 80-26 [Eiweskly
Area [e3  ac1m
Group IHI’I a1 ﬂ,evel IE Annual salam I a.8a |UsD
‘wage ‘Wage type name Op Amount Currend Ing Ad Mumber Uit
181 8 Howrly Fate - MisdR 8.75|Uus0 |1 |F
©
E
1| [»]
IV (03708172001 - [12/31/9999 i|_)|| 8.88 |UsD

We havefilled in the fields required on this infotype 0008 — Create Basic Pay
We entered the group, the level and the hourly rate of pay.

@

Press the Enter icon

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to Save your entries.

[ ]
Press the Save icon

The next screen to appear is Create General Benefits Information.
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™ Create General Benefits Information

Infokype Edit Goto Extras System Help

|&|l Dajcee LKk anan @A @
lam e

Perzonnel no 155 MName |Hasting... Statug Active

EE group IT Separated Perzonnel ar 1287 Morthwest Fegion kwh

EE subgioup  |TR Teminated 55N [s50-85-9580

Fram IB3IB1!2BB1 ﬂ to |12f3119999

General Benefits Information

Benefit area W MHawy [MwR]
12t Program grouping sE Seattle
2nd Program grouping HBEH Mo Benefits

Thisis another infotype 0171 — Create General Benefits Information that requires no
entry, just validation of the information and saving it.

@

Pressthe Enter icon

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to Save your entries.

[ ]
Press the Saveicon )

The final infotype to appear in the rehire processisinfotype 0378 — Create Adjustment
Reasons. This screen is shown here.

™ Create Adjustment Reasons i I::

Infotype Edit Goto Extras  System  Help

G| ZBeoe DME anaalEE @
2 s

Personnel no 155 Narne: Hasting.. Status Active

EE group IT Separated Personnel ar 1287 Mothwest Region MWH

EE subaroup [TR Terminated 55N [550-85-9588

From ||E13fﬂ1f2l]l31 #| o |aum1fzaa1

Benefit area INav_l,l (MR
Adjustment reason I Fehire j
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Press the Enter icon |£ Y ou will get the Record Delimited warning message. Press the
&

Enter icon L again. You will be warned to Save your entries.

[ ]
Press the Saveicon )

The process is complete and this can be verified by using transaction code PA30 to
inspect all the infotypes processed during the rehire.

Print a Personnel Action Report, and continue processing rehire with Creating Benefit
Enrollment.
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|; Process a Multiple Position Assignment

This procedure will cover the necessary steps to process an employee’ s record that,
because of circumstances, has been assigned to two positions. Thisis not acommon
situation but it does occasionally occur at smaller operations where people are “ double-

hatted”. Thisprocessisfor Flexible employeesand rehired retirees coming back as
flexible.

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

HR Master Data Edit Goto Exiras  Utilities Settings  System Help
@l SEeeeCHE 0o BE| @
g
Perzonnel no. 164 |
Name |ANGELA BROWN
EE group II CC Perz.area 1819 Mapport
EE zubgroup Iﬁ Flex Continuing
Fram Im
Action type Perzonnel arl EE group EE zubgrou ﬁ
Change in Position z
| Eultiple Position Assignment j
Separation
Rehire
Leave of Absence
Return from Leave of Absence
A djustment in Fay
Retirement
Esternal Hire 3
1 [+]

For our example of processing an employee that is being assigned to two positions, we
are using Angela Brown from NAVSTA, Mayport.
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Field Name Description R/O/C | User Action/Values
Personnel Number | Theindividual R Enter the Personnel number, if
Personnel Number known, or use the dropdown
assigned to each menu to select.
employee
From The FROM date R Enter the beginning date of the
multiple position assignment.
Action Type The types of action R Select the Multiple Position
that can be action line to highlight.
performed

Select the Execute icon ‘E

The screen will roll to infotype 0000 — Copy Actions

i S |

™ Copy Actions

Infotype Edit Goto Exiras Svstemn Help

Kl

-Bleee DMk anaa AR @

“ @ @ A? | @E:-:ecute info group ,;9 Change info group

Pers.no. 164
Mame Im
EE group II CC Personnel ar 1819 I apport
EE subgroup IE Flex Continuing S55M |592—1 L4-2388
From m ﬂ to Im
Personnel action
Action twpe IMuItipIe Fuositioh Assignment ;I
Reazon for action I-l]_{ Multiple Position Aszignment
Status
E mployrment If—'«cti\fe ;I

Organizational assignment

Pozition I—

Perzonnel area 1819 t ayport
Employee group II CC

Emplovee subgroup IE Flex Continuing
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Inputs for the screen shown on the previous page.

Field Name Description R/O/C | User Action/Values

Action type Multiple Position R Will default from previous

screen

Reason for action | Thereason for the R Select the appropriate reason
action being code for the Multiple Position
performed Action using the dropdown

menul.

Employment User defined R Will default in. Cannot be

changed

Position Number User defined R Blank out the position

number in thisfield.
Highlight and press Delete.

Personnel Area The assigned area of R Will default in and will
the organization of represent the MWR location to
the position which the original position has

been assigned.

Employee Group The group of R Will default from the original
employees that the position and represents the
employee will be employment category, i.e. NF,
assigned to. NA, CC, etc.

Employee The assigned R L eave the information as

Subgroup subgroup of the defaulted in. Thisisfor
employee. flexible employees and

rehired retirees. If thisisfor
aretiree, change employee
subgroup to “RW.”

Press the Enter icon

Y ou will get the Record Delimited warning message. Press the

Enter icon |E again. You will be warned to Save your entries.

Press the Save icon

4-19

to save the transaction and to open the next infotype record.
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Infotype 0001 — Copy Organizational Assignment will show.

™ Copy Organizational Assignment

Infobvpe Edit Goto  Extras  Swstem  Help

& |

ZBcae DMK anaa BE @

“ = £| Org Stucture

Ferzonnel no 68L M ame W Statuz Active
EE group F CC Perzonnel ar 1819 t ayport
EE zubgroup IE Flex Contining S5M |592—1 L2388
From Im to Im
- Enterprize structure
CoCode [1819  mwR NavsTA MEvPORT
Pers.area m I ayport Subarea 1019 b Suport
Cast cir [27 . GENRLFUND DRCTR
- Personnel structure
EE aroup II CC Faur.area ﬁ M ayport
EE zubgroup IE Flex Continuing
- Drgamizational plan
Percentage I— ALzzignment ‘
Pozition I il Comp fazst
Computer Agzistant ‘

Field Name | Description R/O/C User Action/Values

Co Code Company Code R Will default based on position

PersArea Personnel Area R Default in based on the entries
made to the Infotype 0000 -
Actions.

Cost Ctr Cost Center R Will default blank and will be
popul ated after the multiple
positions are created.

Subarea Personnel area R Default in based on the entries
made to the Infotype 0000 -
Actions..

EE Group Employee Group R Default in based on the original
entries made to the Infotype
0000 - Actions.

EE Subgroup | Employee Subgroup R Default in based on the original
entries made to the Infotype
0000 - Actions.

Payr Area Payroll Area R Thisfield will default in.
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Per centage The percentage that R Thisfield will default to 100%
the employeeis It must be blanked out!
assigned to the
position number

Assignment The percentage for R Allows for entering the % that

button each position the employee will be assigned

to each position. See note on
next line.

After checking the next four fields, Click the Assignment button to continue the
action.

Position The position number R Default in blank based on the

Number entries made to the Infotype
0000 - Actions.

Job key Job key R Default in blank based on the
entries made to the Infotype
0000 - Actions.

Exempt Exempt status R Default in blank based on the

entries made to the Infotype
0000 - Actions,

Org Unit Organizational unit R Default in blank based on the
assigned entries made to the Infotype
0000 - Actions.
Orgkey Organization key R Default in blank based on the
assigned entries made to the Infotype

0000 - Actions.

- Copy Organizational Assignment i X|

@ Position assignments

Future azzighment | Current azsighment |

Pozition Mame Fercent | Start date End date Operation

il
18804 88 Maintenance ‘Worker 38.88(03/20/2001 06./29/2001|gl7] Delimit =
] ]
v asip @ pemt | B B
&

| OK; Cantinue; Choose <walus>| i -
") No assmnment & 93333339 Integration: default pozition

" Organizational unit (.} II ﬂl

o Transfer a&&ignmentl 3 Cancel assignmenti

The window as shown above is one example of the Copy Organizational Assignment
Action screen.
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NOTE: Thefirst line in the window will show the current assignment and
will be delimited. If thiswere arehired retiree, both positions would be blank.

The first line with the current position will be grayed out. We now must correct the
assignment to reflect the multiple positions. Re-enter position number, the 30 percent and
the end date. For the multiple position, we need another line in the window to enter this
information. Click the Insert Line button (the page with the plus sign on it) to add
another line to the window. Enter 10004053 in the first field. Enter 70.00 in the percent
field. Change the End date to 12/31/9999.

If thiswerearehired retiree, enter position number, percentage, and end date of
12/31/9999.

Click the Assign button v il . This puts the green check mark on the third
row in the Operation column.

Click on the Transfer Assignment |con _# Tuansfer assenment The system rolls back to the
Copy Organizational Assignment infotype.

Y ou will be prompted to create a vacancy for the original position (if there was one).

Save the transaction by clicking the SAVE icon . Notice that the Copy
Organizational Assignment screen shows only one of the multiple positions.

The system will now show the 0008 — Create Basic Pay infotype.
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™ Create Basic Pay

Infotype Edit Goto ‘Wage bypes Extras  System  Help

|l B eceLME DD BE| @
“ @ @ ‘2 | Salary amount Payments and deductions
Perzonnel no it Marne IFIHGELFI .. Status Aclive
EE group F CC Perzonnel ar 1819 t appart
EE subaoup |GG Flex Continuing 55N [92-14-2300
From [2720/2001 1o [12731/9990
Pay scale
Reason [20  Muliple Pasiion Caputilhl [100.00
Type [01  NMawMwr WhHrs/period ["80.26 [Biweskly
Mrea [02  acisa
Group [ha 02 tlevel [o1 Annual salary | 17,737.00 |USD
Wage Wage tlype hame Op Amount Cunerd Ind & Number [Irit ni
1818 Hourly Rate - MwE 8.58 |UsSD ¥ k=i
1813 |Hourly Rate 2 B8.58 [USD - l—
=
M
4] [>] |
1V [82/26/2601 - [12/31/9999 il_)" 8.58 |UsSD

We have entered the grade of the multiple positions and the Hourly rates (even though
they are the same in this case). Y ou will need to enter areason code (choose one from the
drop down menu) for multiple position group. Do not usethe code “20” asin the
illustration. Always usethe drop down arrow to find correct selection.

Field Name | Description R/O/C User Action/Values

Reason Code | 2 digit code R Use drop down arrow to
select reason code

Group Personnel group R Must be original position
group

Wagetype Rate code R Enter 1013 for multiple

position type

Press the Enter button. Press Enter again to validate the entries.
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Press the Save icon to save the transaction. The employee is now created with
Multiple Positionsin the system. To verify, use transaction code PA20 Display Master
Data to display this employee’ s master data. Highlight Organizational Assignment, then

select the @. Y ou will see the following message:

= s T e

X
=]

Emplovee haz maore than one position -

Help —

Click “ok” to close the message.

/ NOTE: To view multiple positions, use PA20 to display HR Master Data,

o
enter payroll number, select Organizational Assignment, and the “*

icon. Both positionswill be displayed.
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NOTE: Never put an end dateto arecord during theaction. The end
date should always be 12-31-9999.

z Process a Change in Position

This procedure describes the steps necessary to process a change in a position or a
transfer through the SAP Human Resources system.

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

™ Personnel Actions
HR. Master Data  Edit  Goto  Extras  Ukiities  Settings  Swstem  Help

||l Imieoce DME nonn AR @
@

Personnel no. |328 ﬂ

MName ||.\.':'115|Jn , Eva Anne
EE aroup E ML Perz.area |1 287 Morthwest Region kWH
EE subgroup Iﬁ Fieg Full Time Coszt center 389 GEMRLFUMND FERS

Fram Iﬂllf15."2l-]ﬂ1

Action type Perzonnel arl EE group EE suhgmup{

Mew Hire

HOE

Multiple Pozition Aszigrnment

Separation
Fiehire

Leave of Abzence

Fieturn from Leave of Abzence

Adjuztment in Pay

R etirement

External Hire

Euternal Separation -

| [+]
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We have again chosen Personnel number 328, Ms. Eva Anne Wilson as the example of a
changein Position / Transfer.

We have highlighted the Change in Position/Transfer line in the Action type section and

we now click the Executeicon. ' — .
[ Soapections

Irfckypa Edt Gobo Edras  Suekem  Help

& [T DB Coe Nk evan DE| @
|| - | £| 'EFEmuanglmp & Changs nin group
Pararo azd
Hame Mil=on | Eva Anne
EE g L Pericrne izaT hisetbwest Flegoe MR
EE adgoun [FT RegFud Time <3 [Fe5-13-2153
Fran [0u/15/2001 & 1o 12/31,/9999
FPessonnel action
Ao byps ID'H\gulnF'u:im ;I
Riason for acion [z Tempomy Fomaion
-~ Blaihas
Enplopnent: iﬂﬂme j

Drpomizational azsagnment
Posiion

|:1 0Q0&5T3 2| Clek Trpist

Persarral ains 1287 Horbpuasdt Regon kWA

Enployes gmup [J_ HL
Erplop e subg oD F1 Rag Pl Time
-lditioeial acti

Stal date hi ko e &cif Amaecn | achon

3 Le)
Field Name Description R/O/C | User Action/ValuesComments
Action type Action type R Will default “Changein

Position”

Reason for Action | The reason why R Enter the reason for the action
the actionis using the drop down arrow to aid
being taken in selection. We are using 02 —

Temporary Promotion

Employment In the Status R Will default to Active and it is not
section available for editing

Position The current R Must be blanked out! The new
position number position number may be entered

directly, if known or use the drop
down arrow to aid in the
selection.
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Personndl Area

Will default from
the previous
position. Blank it
Out!

Will default in the new Personnel
Area upon pressing the Enter key
after fields have been blanked out.

Employee Group

Will default from
the previous
position. Blank it
Out!

Will default in the new Personnel
Area upon pressing the Enter key
after fields have been blanked out.

Employee
Subgroup

Will default from
the previous
position. Blank it
Out!

Use the drop down arrow to aid in
selecting the correct employee
subgroup.

NOTE: After striking the Enter key or clicking the green check mark, you will

/

action.

receive a message stating “W: Previous record will be delimited “, e.g., the end
date of the last action will now be populated with the From date of the new

Press the Enter button |E or key to validate the entries after making sure they are

correct.

Save the transaction by clicking the Save icon.

The infotype will be saved and the infotype 0001 — Copy Organizational Assignment will

be called.
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™ Copy Organizational Assignment

Infotype  Edit Goto Extras  Syskem  Help

| | B ece DR anaaBE @
“ @ @£| Org Structure

Perzonnel no 328 Mame |WilSDn .. Status Active

EE group E ML Perzonnel ar 1287 Morthwest Region MWH
EE subgroup [FT RegFull Tme 5N [s95-13-2153

Fram |B!l.r"15f2l391 ﬂ to |12f31f9999

Enterprise st

CoCode 1287 MR COMMAVREG. M.
Pers area W Marthwest Region MWwH Subarea 1287 “Wwhest Sound
Cost cir 269 S WS ADMIN 1287

Per | structure
EE group E ML Payr.area Iﬁ M Region
EE subgroup Iﬁ Reg Full Time

Organizational plan
Percentage Im Azzighment
Pasition [Te@ous73  cik Typist
Clerk Typist
ohikey [1esBu572 5503204
Clerk Tupist
E wempt |_
Org. unit m Adm Supp
Adrministrative Support
Org key I11?1—

No Entry isrequired for thisinfotype.

@

Press the Enter button to validate the entries.

“W: Previousrecord will bedelimited”, (e.g., the end date of the last action will now
be populated with the From date of the new action).

During the normal flow of this process, a pop-up window appears to create a vacancy for
the employee’ s previous position. Click onthe“Yes’ button on this window.

¥ Create Yacancy EI

5 10004103 Perzonnel Specialist

Create on Jous15/2001 4|

Yes | Nu:ul 4 Eancell
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Save the transaction by clicking the Save icon.

The infotype is saved and the next infotype 0006- Create addresses will show.

NOTE: If the address information has changed due to the Change of position
or transfer process, change the information on thisinfotype. If not, use the next

/ record icon on the tool bar £ to forward to the next screen. The same
instruction appliesto all of the various tax infotypes aswell. If the address
changes, change the tax infotypes. If not, cancel through the records so the data
will not be changed.

™ Copy Addresses
Infotype Edit Goto Extras System  Help

@ |l CBlece DR anaaEE®
=N P
Persannel no 328 M ame W Status Active
EE group E ML Personnel ar W Marthwest Region kywH
EE subgroup Iﬁ Feg Full Time SE5M |595—13—21 3
Fram Mﬂ ta Im
Address
Address type IF'ermanent Residence j
c/o I
Address line 1 |1 E25 Bond's Crozsing
Address line 2 I
City/county ISeattIe
State/zip code IW W ashingtan W
Country key IUS.t’-‘-. _'J
Telephane number I?iﬁ I?E_QTSQ_QI
Communications | I_ I
N
I [
I [

Select the “ State of Delimitation” on the “Delimit Withholding” screen. by clicking on d
the “Delimit” button. At this point, the activity transfer is complete. You may now
proceed with the Changein Position.

There was no change in the address due to the change in Position. We just used the next
record icon to move to the next of the applicable infotype records. In our example, the
infotype 0008 — Create Basic Pay appears.
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™ Freate Basic Pay
Irfokyps  Edk  Gobo  eos brpes Extras System  Halp
& | T CaQONE hhoan BF B
@ 2 Sdavawort G Parent: and dedustioon
Feraorrel i I 328 Hame Euva Wil = AhivE
EE gioup E HL Fersmwel o 1287 Motz Regon HWAWH
EEwntgop  |FT AegFulTime 55N [F9s-13-2153
Fian [ i52001 2] 1273179998
Pay soaie
A zeon |T Ircreass iniEmporahiig Copoutil il TR@E_an
Tip [ Ry b likHrepancd ETED )
fiea [By  aciez
Grog oar  sled [n At sy [ 20,5490, 00  |0s0
E Y snE s reme |E Amount Eul!rdl_n: #ir Mumber I Linit | 1
181 6 Hourdy Fate - Miwh 9.75 |USD F
-
r
. Gl
IV [Aa/15 2001 - [12/31/79999 ﬂﬂ| .75 |USD

We have given Ms. Wilson asmall adjustment in pay for the additional responsibility and
we changed the Basic Hourly pay to 9.75 to reflect the change. We clicked the Enter

Ll
icon and now will click the Save icon to save the transaction. .

NOTE: Therewere no changes in the taxes, so that tax infotypes 207 through 210 did
not appear within the procedure. The steps required to change these infotypes are the
same. Make the changes, press the enter key to validate and then save the transactions.

After saving this transaction, infotype 0019 — Create Monitoring of Dates will appear.
This screen is shown on the next page.
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™ Create Monitoring of Dates - i

Infobype Edit Goto Extras  System  Help

& |l B¢cae oMk anan RE@
=N

Perzannel no 328 MName |l.r.'ilsnn .. Status Active

EE group E ML Perzonnel ar 1287 Morthwest Region Mwh

e [FT RegFull Tme 55N [s95-13-2153

Date

Task type I Detal-Temp Assign j

Date IB’-I!15!2BB1 ﬂ Processing indicator Mew task, j
g

Feminder date I

Lead/follavs-up time I | |—

C its

|

|

|

Thefieldsin thisinfotype are self explanatory and can befilled in directly or by using the
drop down arrowsto aid in selection. The task type, in our example, has been filled by
using the drop down arrow and selecting Detail — Temp Assign. We have also entered
the date the action becomes effective, and entered the processing indicator New task.

We could also have used the Comments section to write in any free text remarks needed.

The system rolls to the next screen, “Copy General Benefits Information.” No entries are
needed but the dates must be verified and the transaction saved.

™ Copy General Benefits Information

Infotype Edit Goko  Extras  Swskem  Help

@ || laleaeCHE anaa | BRN @
|a s
Perzonnel no 3zg M arne IEua Wil Status Artive
EE group E HL Perzonnel ar 1287 Horthwest Fegion MR
EE subaroup [FT ReqFull Time 55N [s95-13-2153
Fram ||ﬂll.o'15)'2ﬂﬂ1 ﬂ to |12!31.’9999
General Benefitz Information
Benefit area W Mavy MR
1zt Program grouping |SE Seattle
2nd Frogram grouping FULL Full-Time
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The final infotype to appear will be 0378 — Adjustment reasons as shown below.

™ Create Adjustment Reasons o

Infotype  Edit Goto Extras  Swstem Help

& || B ceODMR anaaREA| @
2 R 4

Personnel no 328 Marne I'.'Jilsnn .. Status Active

EE aroup IE ML Perzonnel ar 1287 Morthwest Begion MR
e [FT FegFul Time 55N [s95-13-2153

From [ous15/2001 1o [1273179999] 3|

Benefit area INav_l,J (MR
Aduztment reasan IF'Dsition Change LI

The field “ Adjustment Reason” will already be filled in based on the Position Change
action. No entry isrequired.

Press the Enter key to validate the entries and then the Save icon .

Remember to select | v |and

changes have been made.

to verify and save each of the infotypes where any

The final screen will show the message, “Record Created” and the processis then
complete.

Follow instructions for Personnel Action Report.

If applicable, follow instructions for Benefit Termination or Enrollment.
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z Process a Cash Award/Lump Sum Payment

This procedure describes the steps necessary to process a lump sum cash award through
the SAP Human Resources system. Verify that you have al the approving
documentation before starting the process. Y ou will need a performance evaluation with
two approving signatures and the award amount. This processwill be carried out at
sometime other than during the annual appraisal period. The annual appraisal
process aso alows the awarding of a cash award.

Note: Email PAR to ADP payroll person for Cash Award Lump Sum

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTION

Transaction Code: PA40

™ Personnel Actions

HE basterData Edit Goto Extraz  Utiliies  Settings Swpstem Help

e e :
& ] FRlcoeCHE D00 BE@
E
Personnel no. 624 A
Mame !Hndrew Anderson
EE group l; MF Pers. area |128? Morthwest Region k4WH
EE subgroup [FT R Full Time Cast center [uza CONCOURSE FC 0.
From I
Achion type Personnel arl EE group EE subgrou j
Rehire _‘J

Leave of sbzence

Returk from Leave of Abzence

=
Adjustment in Pay -
Retirement

External Hire

External Separation

Annual Appraizal |

Casard /Lunp Sum Payme I
>

I__[" wehaveclicked onthis | 2
4 pox to highlight the ]

\actlon required. /

-
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We have chosen Mr. Andrew Anderson to receive this lump sum cash award. We
entered his personnel number directly into the field requesting the number.

Field Name Description R/O/C | User Action/Values

Personnel Number | Employee Number R May be entered directly or
searched for using the drop
down arrow.

From The date of the R Enter the first date of the pay

lump sum payment period that the amount isto be

paid.

Highlight the Cash | Thisisan entry in R Thereisasmall box to the left

Award Action

the action type
listing

of the text describing the
action. Click on the box to
highlight.

Click on the Execute button l@;

The cash award action has been started and the applicable infotype will appear as shown

below.
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niotppe Edt Goto  Ewres Spstem Help

L IR Ccee CHE anan | EFE 8

| E ‘gl l:ﬁnEsﬂ:n:i.l:lzinlnug\c\q:\u &7 Changeinla gioup

Persno 62N
Hams [nareu Angerson
EE gioup IE HF Ferorins an 1287 ot Fegion MWH
EE misgrmp [FT FegFul Time 25H [y 1-25-5555
Fiom [sesrzom  w  [12731790%9
Penzonned action
Artion hps | Cash wserd 1 Lorm Sum Paymes: =
[z F U feazon far action
el ::Ej.-:;pe z:sn Award / Lunp Sun Faynent
Erophoy el [#etn
fictR Hane of reason For action
Diganizatmnal azsgrment I.'-ll Cash fward
Posiion 10aa1254 Shack Bar Techwician | B2 Annual Leave
Peisorrel arsa Iﬁ Haoilhwest Fegon MAH
Ermpdovaa gioup E HF
Empleyves ndgoup E fieg Ful Time vl'ﬁ']ﬁl DI-EII g—l % |
Additinal actinns
Shat e it | Acten e | &cif | Fimsconfsction 5
M A25200 (20 New i il Mk Hies &

The screen above shows only one field available for data entry. The small window shows
the only acceptable entry, O1 — Cash Award. Click on the Green check mark icon on the
window and the entry will be copied on to the infotype. Save the transaction and the next
screen in the transaction series will show.

™ Create Additional Payments

Infotype  Edit Goto Extraz Spstem  Help

&l FNaleaeoMp asaamE @
=R PeE

Perzontel no 624 Mame |ﬂndl‘ew .. Statuz Active

EE group IE MF Perzonnel ar I1 287 Morthweszt FRegion kWwWH

EE zubgroup Iﬁ Reg Full Time S5M |l]91—25—5555

Additional Payments
“Wage type 16828 Cash Bonusz
Amount 100.00fusp |

Date of origin IB1!25{2BB1
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Field Name Description R/O/C | User Action/Values

Wage Type Used for payroll R “1020” will default. Do NOT
processing change.

Amount Dollar amount of R Enter the amount of the bonus
the cash bonus

Date of Origin The date the amount R Enter the first day of the pay
isto be paid period that the amount isto be

paid.

Save the transaction by clicking the Save icon . Theresult is that the infotype 0015
— Additional Paymentsis created and the action is complete. A PAR will be created to
show that the employee received a cash award. Enter dollar amount of cash bonusin
“Remarks’ section of PAR before emailing to payroll. Review the instructionsfor
emailing the PAR to payroll. Email PAR to ADP payroll person.

* Dirplay A difznal Pagmantz

Jiikpr Edl ok Exdds Gpvem Hel

@ e GEe AR vwaa OF @
g2

Flerson vl na &2n Hara narew _ Sie Ligkras

EE pioug: 5 I Personel & 1287 Mottt Regarn MW

EE sy [FT FagFu rime 55H 091 - 755555
Chrg (72972080 [BO_PASTF2

Hulitianal Pagments

Wags b [tnze  CoEcrue

Avet [TETHE R

Dtn of orign e

z Process the Annual Appraisal Documentation into SAP

USE THISPROCESSONLY FOR ANNUAL APPRAISALS

This procedure describes the steps necessary to process the annual appraisal (Evaluation)
documentation through the SAP Human Resources system. This process will be carried
out during the annual appraisal period. The annual appraisal process alows the awarding
of a cash bonus as well as an increase in pay to certain classes of employees. However,
the key part of the appraisal processis to inform the employee and to document their
progression toward becoming a more valuable part of the organization.

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40
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™ personnel Actions

HR Master Data  Edit  Goto  Extras  Utiities  Settings  System  Help

@ ||

Imecee LMk dDo0 BE| @

it

Perzonnel no. 624 A

Mame

[5 nr

EE subaroup lﬁ Reg Full Time

From [02/20/2 661 &|

EE group

ANDREW ANDERSON

Pers.area

Cost center

|1 287 Morthwest Region MWH

I!l2l] COWCOURSEFC O...

Action lype

Perzonnel an

EE group

EE zubgrou

Separation

[> JEH:

Rehire

Leave of Absence

[]

Return from Leave of Abzence

Adjustment in Pay

Retirernent

External Hire

Extemal Separation

Annual Appraisal

Cash Award / Lump Sum Payment

Activity Transfer

1

We have picked the employee ready for his annual appraisal, Mr. Andrew Anderson,
Personnel No. 624 by directly inputting the number, entered the first date of the pay
period after the approving official signs and updates the appraisal and clicked the small
box to the left of the text describing the action type, Annual Appraisal.

We now click the Execute icon E to start the recording of the results of the appraisal.
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™ Copy Actions

Infokvpe Edit Goto Extras  Swstem  Help

&l TAeaaCHe anan | RE®
“ El A? | @Execute info group ﬂ Change info group

Pers.no. 624

Mame IHNDRE'.'.' AHDERSOH

EE group IE MF Personnel ar 1287 Morthwest Begion MWH

2 e [FT Fieq Fuil Time 55N §91-25-5555

From |ﬂ2f2ﬂf2ﬂl]1 to Il]3!3l]f2l]ﬂ1

Personnel action

Action type I.t’-‘«nnual Appraisal LI

Reason for action

o1 +

L

Status

Emplayment

\
IInactive\

Paszitian
Perzonnel area
Ermplaves aroup

Ermplayee subgroup

Organizational aszsignment

Additional actions

Start date Aot | Action type ActR | Reaszon | action E
0272042001 Z2 Multiple Position &ssighment o1 Multiple Position &zsignment -
-

1 [+

\

In the Personnel Action section of the screen, we must en'gthe reason for the action
using the drop down arrow to select “Annual Appraisal —01”

Press the enter key

@

to validate the entries and then click the Save icon

The infotype 0025 — Create Appraisals screen appears.
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= Create Appraisals |

Infotvpe Edit Goto Exftras System  Help

@ | JgecceonE anaa @@ @
&
3 R
Personnel no 624 Marne IMHRTIN .. Satus Active
EE group E MF Persornel ar |1 292 Kingsbay
EE subgroup Iﬁ Feqg Full Time SSH |1l51—52—6281l
From |E2!2l]f2l3l]1 ¥ to IB2!2BJ’2€132
Appraizal
Appraizal criterion wieighting Points Total
[01  Overall &ppraisal [1-e8 [18 [ 16.00
[ [0- 68 [ [ .08
[ [0-00 [ | 0.08
[ [o-a8 [ [ .08
[ [o-en [ [ 08.08
[ [o-en [ [ .08
Total points | 18.688
Appraizal attributes
Appraiser |J ohn Smith Appraizal date Iﬂ3f |Ms2em
Field Name | Description | R/OIC | User Action/Values

Note: Dueto conversion, all begin dates cannot be prior to conversion date.
Otherwiseg, enter the actual from and to dates.

From Date The beginning date R This date will default to the
of the appraisal. begin date of the action. It may
be changed, if required. It
cannot be prior to the
conversion date.
ToDate The end date of the R Enter the end date of the
appraisal appraisal, normally one year.
Appraisal Vaue will default to R Will default to 01- Overall
Criterion 01 Appraisal
Points The score of the R Enter the score from the
employee's appraisal form
appraisal
Total Points Will be calculated R Will be calculated based on the
by the system Above entry after entering the
screen
Name of Appraiser | Name of the R Enter the last names of the 1%
apprai ser and 2" level appraisal officials
Appraisal Date Date the appraisal R Enter the date the employee
was approved signed the paper form

Press the Enter button |E or key to validate the entries.
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Save the transaction by clicking the Save icon.

infotype 19 — Monitoring of Dates.

. The system automatically rollsto

Infotype 0019 — Create Monitoring of Dates

™ Change Monitoring of Dates

Infotwpe Edit Goto  Extras  System  Help

& |l e DME anaa RE|@
|ame
Perzannel no 624 MName IHNDHEW .. Status Active
EE group r5- MF Perzonnel ar |1 287 Marthiwest Region MwR
EE subgroup [FT Fieq Ful Time 55N [e91-25-5555
Chng |61/30/2061 [HO_P&57F2 &Z |
Date
Taszk type I.ﬂ.nnual Evaluation j
Date | az2/28/2082 Processing indicator Mew task j
Reminder
Reminder date |B1 F29/72002
Lead/follow-up time | | I_
Comments
Annal Appraizal Due in February

The information for task type and dates default from other infotypes. Select | & | and

save using

At this point in the process, there might be a change in the employee’ s basic pay for
reasons outlined on the appraisal form so that it would be necessary to access infotype
0008 — Create Basic Pay to make any necessary changes. Use the next record icon to
navigate through the infotypes.
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Screen: 0008 — Create Basic Pay

™ Create Basic Pay :

Infotype Edit Gobo  \Wage bypes Extras  Swstem  Help

& oeceetHE doon AR @
“ @ @ A? | Salary amaurnt Payments and deductions
Perzotinel no 624 Mame IHNDREW .. Status Ihactive
EE group IE MF Personnel ar 1287 Morthwest Region kMwH
EE subgroup [FT ReqFul Tine 5N [s91-25-5555
Fram Il]2f2l]f2l]l]1 to |12I31f9999
Pay scale
Reazon I_ Mo reazson Cap. util | 188. 88
Type [o1 bR WwikHrs/pefiod 80.26 [Brweskly
Group I? Level I_ Annual zalary I 8.88 |UsSD
‘Wage 'Wage type name UFI Amount Curreng Ing Ad Mumber Lt i
1818 Howly Rate - MwR uso 1 |F
-
r
«| [»]
10 [02/20/2001 - [12/3179999 4| b 8.68 [usp

In our example, there was NO adjustment to the Hourly rate of Pay. We made use the

next record icon to move to the next record. If you use the “next record” icon, a
warning screen will appear with the message “Data will belost.” Select “yes’ to
continue.

Also, it might be necessary to make a one time payment or deduction to the Employee
and we would have to access infotype 0015 — Create Additional Payments
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™ Create Additional Payments

Infotype Edit Goto  Extras  System  Help

& ! JBcoe /2N anaa AR @
lamsl®
Perzonnel no 624 Mame |FIHDREI'.' .. Statuz Inactive
EE group IE MF Perzonnel ar 1287 Maorthwest Region MywR
EE subaroup Iﬁ Fiea Full Time SSN |391—25—5555
Additional Payments
Wage bype I ﬂ
Amount I II.ISD |_
Date of origin IBZIZ 8/2a881
Field Name Description R/O/C | User Action/Values
Wagetype Type of payment R Enter 1020 Cash Bonus or
select using drop down arrow
Amount Dollar amount R Enter dollar amount of payment
Date of origin Date of payment R Defaults based on action date

This compl etes the actions needed for annual appraisal. If cash award is given, follow
instructions for printing hard copy and emailing PAR.
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z Process an Adjustment in an Employee’s Pay
Note: Promotionsareto be processed under Changein Position Action

This procedure describes the steps necessary to process an adjustment in pay through the
SAP Human Resources system. Adjustmentsin pay are made for the following reasons:

ActR |Hame of reason for action

&

E1 Mew Pay schedule change
a2 Change pay rate

83 |COLA increase

84 (Change in responsibility
A5 Correction of an error

Be sure that you have all the appropriate, approved back-up documents, i.e., for merit
increases, a performance evaluation with two levels of approval; for schedule changes, an

approved pay schedule and the Commanding Officer’ s approval to give the pay increase,
etc.

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

= Persanne | Adtions

HA Mestes Disks Edit Gobo  Estras  Wdlbes Settings  Sustem Hﬂ:\
& IWlece DHE Dnoa|EE @
6]

Perzonna no. H‘-Iﬁ-? re

Hanz [Roger . Bebecca Deldee

EE proup E HL Prisaes FI'ZITFI Merthmest Fegon kA

EE subgmup [FT Regruarime [ p—— [66%  meLLeArGoLF .
B [mzisrzom

Ham Him

—
Chanpsin Podion

Hiuliple Fosition Assgment
|5 spatabion

Fnhis

Lesve of Abzerce

Helum iom Leave of Absence

Fhohoe e Patzonnad al EE gip EE a.bgmq:! z

Releemart
Ewbzmal Hire
Esb=mal Separation

4]
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We have chosen the employee by directly entering the Personnel Number 162, Ms.
Rebecca Royer, we have highlighted the action we wish to process “ Adjustment in Pay”
and we want this adjustment to be effective from the first day of the payroll period.

Click the Execute button E

The resulting effect is to start the recording of the adjustment in Pay. Thefirst screen, as
shown below, isthe Copy Actions infotype and the only entry allowed here isto enter the
reason for the pay adjustment using the drop down arrow. For example, thereasonis
shown as 02 — Change Pay Rate.

Copy Actions

Infotype Edit Goto Extras System  Help

& | FlAl¢ece DN anaa DR @

“ @ @ g | I:gEmacute info group f Change info group

Pers.no. 162
Narne |Ruyer , Rebecca Deidre
EE group E ML Perzonnel ar 1287 Morthwest Fegion Mwh
EE subgroup lﬁ Fieqg Full Time S5M |367—ﬂ2—69l]1
From Im ta Im
Personnel action
Action type IAdiustment in Pay j
Reason far action IE ﬂ
Status
Emplayment IActive j

Organizational assignment

Pozition 18083383 Greenzkeeper
Perzonnel area 1287 Morthiwest Fegion kwH
Emplovee group E ML
Emploves subgroup Iﬁ Reg Full Time
Additional actions
Start date Act. | Action type ActR | Reason f.action E|
] L] |
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Press the Enter button Jﬁ
L

or Enter key to validate the entries. A warning message

to acknowledge the system message. Enter and save the

appears. Select the

transaction by clicking the Save icon.

Infotype 0000 is created and infotype 0008 — Create Basic pay will be shown.

Create Basic Pay

R crentemmmcrny
Infotype Edit Goko  Wage bypes Extras  System  Help
&l B eceelHE D00 | BE| @
“ E ‘2 | Salary amount F'ayments and deduchions
Fersonnel no 162 Mame IRD!,IEI‘ s Atatus Active
EE group IE ML Perzonnel ar 1287 Morthwest Region kwh
EEsubgoup  |FT RegFul Time 55N [367-02-6901
Fram ||B2.o'1 L/2801 ﬂ ] |1 273179999
Pay zcale
Reazon I_ Mo reazan Cap.util. bl |1 a0. 88
Type [81  MawyMwnr WkHrs/period [80.26 [Biweek
fiea [63  acim
Group [N ou level [0z Annual salary | 23,476.080 |uSD
Wane ‘Wage type name D|:| Armount Curreng Ing Ad Humber Unit
181 8Hourly Rate - MiwR 1125050 |1 |
=
r
I [+]
1v [02/15/2001 - [12/31/9999 4| b | 09.80 |UsD

We have changed the Hourly rate of pay to 11.25 to reflect the Increase in pay

Field Name Descriptions R/O/C | User Action/Value

Reason Reason for this R Y ou may use the dropdown
changein the menu for your selections
infotype

Type User defined R Will default in Navy MWR

Area User defined R Will default in the area
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Group User defined R Enter the employee’ s group
using the drop down menu to
select. User MUST verify for
accuracy. .

Level Level of Pay R Will default based on the entry in
the group field. User MUST
verify for accuracy.

Hourly Rate Enter correct rates R Enter the hourly rate(s) or have

for each wage type the rate(s) default if the annual

Wage types: listed saary field is populated.

1010 = Hourly rate Note: NA, NL, & NSgroups
will populate hourly rate. NF
and CC wage ratesmust be
entered.

Annual Salary Annual Salary R Thisfield will default as no entry
isalowed.

Capt util. Lvl Used for Ansal R Thefield defaults“100” Note:

calculation Thisfield must NOT be changed.

Work/HrsPeriod Work hoursin a R Thisfield will default in.

period

Press the Enter button |E or key to validate the entries. The system generates a

warning message. Click E to acknowledge the message.

Save the transaction by clicking the Save icon.

Infotype 0008 is validated and the next screen Infotype 0019 — Monitoring of Datesis put

into the action.

[f'obype B Gobo  Edras SvRens  Help

(] D Sad JHE anas | DR

oo
Fanoed a2 _E Fare Wayer ,_ Shho Acwu
IE pan oL Frrmaris ez Phoebrrel Plegens U
B abguan FT Regranos a5H ETEECEETT Y]
Dt
T sk b ke Inowss _:J
-5 0 e Fiocesiing rckato: [y =]
e
Frarsrch datn
R S | R
Commens
Wbt G b | N il
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We have entered the Task Type, which was the “ Step Increase” type of task, “New
Task” defaults Processing indicator and entered some comments regarding when the next
step increase is due. If no entry isrequired, “right arrow” through this screen. Pressthe
Enter button |£ or key, and save the transaction. The Adjustment in basic pay action is
complete. Follow the for printing and/or emailing PAR.
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|; Process a Step Increase
Note: Promotionsareto be processed under Changein Position Action

This procedure describes the steps necessary to process an adjustment in pay through the
SAP Human Resources system. Adjustmentsin pay are made for the following reasons:

ActR |Hame of reason for action

&

E1 Mew Pay schedule change
a2 Change pay rate

83 |COLA increase

84 (Change in responsibility
A5 Correction of an error

Be sure that you have all the appropriate, approved back-up documents, i.e., for merit
increases, a performance evaluation with two levels of approval; for schedule changes, an
approved pay schedule and the Commanding Officer’ s approval to give the pay increase,
etc.

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

= Persanne | Adtions

HA Mestes Disks Edit Gobo  Estras  Wdlbes Settings  Sustem Hﬂ:\
& IWlece DHE Dnoa|EE @
6]

Perzonna no. H‘-Iﬁ-? re

Hanz [Roger . Bebecca Deldee
EE proup E HL Prisaes FI'ZITFI Merthmest Fegon kA
EE subgmup [FT Regruarime [ p—— [66%  meLLeArGoLF .
Fiem [az15r20m
Fhohoe e Patzonnad al EE gip EE a.bgmq:! z
Ham Him e
Chanpsin Podion =
] Hiuliple Fosition Assgment
_|E-:pa|=bm

Fnhis
Leawe of Abserce
Helum iom Leave of Absence

Releemart
Ewbzmal Hire
Esb=mal Separation

4]
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We have chosen the employee by directly entering the Personnel Number 162, Ms.
Rebecca Royer, we have highlighted the action we wish to process “ Adjustment in Pay”
and we want this adjustment to be effective from the first day of the payroll period.

Click the Execute button E

The resulting effect is to start the recording of the adjustment in Pay. Thefirst screen, as
shown below, isthe Copy Actions infotype and the only entry allowed here is to enter the
reason for the pay adjustment using the drop down arrow. For example, thereasonis

shown as 02 — Change Pay Rate.

Copy Actions

™ Copy Actions

Infotype Edit Goto  Extras  System

Help

& | FlAl¢ece DN anaa DR @
“ @ @ g | I:gEmacute info group f Change info group

Pers.no. 162

Narne |Ruyer , Rebecca Deidre

EE group E ML Perzonnel ar 1287 Morthwest Fegion Mwh

EE subgraup [FT Feg Ful Time 55N [367-02-6901

Fram |l32!15!2l]ﬂ1 o |12f31f9999

Personnel action

Action type IAdiustment in Pay j

Feaszon for action IEﬂ

Status

E mployment IActive j

Organizational assignment

Pozition 18083383 Greenzkeeper

Perzonnel area 1287 Morthiwest Fegion kwH

Emplovee group E ML

Emploves subgroup Iﬁ Reg Full Time

Additional actions

Start date Act. | Action type ActR | Reason f.action E|

] L] |
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Press the Enter button Jﬁ
@

or Enter key to validate the entries. A warning message

appears. Select the to acknowledge the system message. Enter and save the

]
transaction by clicking the Save icon.

Infotype 0000 is created and infotype 0008 — Create Basic pay will be shown.

Create Basic Pay

™ Create Basic Pay

Infobype Edit Goko  Wage bwpes Extras  System  Help

& ] B ecoe2HE DDND | BE| @
“ @ ‘2 | Salary amount Payments and deductions
Fersonnel o 162 Manne IRDyEI‘ 5 Slatus Active
EE qroup E ML Persannel ar 1287 Marthwest Region kWwH
EE subaroup [FT FegFull Time 55N [267-82-6981
Fram fozs15/2001 2|10 [1273179999
Pay scale
Reazon I_ Mo reazon Cap.util. b |1 ao. 08
Type [81  Mavyriwnr wkHrs/period [(80.26 [Biweskiy
Area [e3  aci14
Giroup [ on #level [02 Anrual salary | 23,476.688 |USD
YWage ‘wage type name D|:| Armaunt Curreng Ind Ad Mumber Lnit
181 8Hourly Rate - MwWH 11.250s0 |1 |
=
r
| [+]
1v [02/15/20081 - [12/3179999 4| || 8.88 |USD

We have changed the Hourly rate of pay to 11.25 to reflect the Increase in pay

Field Name Descriptions R/O/C | User Action/Value

Reason Reason for this R Y ou may use the dropdown
changein the menu for your selections
infotype

Type User defined R Will default in Navy MWR

Area User defined R Will default in the area
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Group User defined Enter the employee’ s group
using the drop down menu to
select. User MUST verify for
accuracy. .

Level Level of Pay Will default based on the entry in
the group field. User MUST
verify for accuracy.

Hourly Rate Enter correct rates Enter the hourly rate(s) or have

for each wage type the rate(s) default if the annual

Wage types: listed saary field is populated.

1010 = Hourly rate Note: NA, NL, & NSgroups
will populate hourly rate. NF
and CC wage ratesmust be
entered.

Annual Salary Annual Salary Thisfield will default as no entry
isalowed.

Capt util. Lvl Used for Ansal The field defaults “100” Note:

calculation Thisfield must NOT be changed.

Work/HrsPeriod Work hoursin a Thisfield will default in.

period

Press the Enter button |E or key to validate the entries. The system generates a

warning message. Click E to acknowledge the message.

Save the transaction by clicking the Save icon.

Infotype 0008 is validated and the next screen Infotype 0019 — Monitoring of Datesis put

into the action.

[f'obype B Gobo  Edras SvRens  Help

(] D Sad JHE anas | DR

am2

Funornal 53 | e PMarm Wayer ,_ Shho Acw

IE pan oL Frrmaris ez Phoebrrel Plegens U
T mbpsan FT Regriamns g [a7-nz-anm

Dats

T sk by 5 b I rwses _:J

[ 1 FiocaaLng indiatol Mo k. =]
e

Frararchrdun ]

R S R

Commana

Wbt G b | N il
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We have entered the Task Type, which was the “ Step Increase” type of task, “New
Task” defaults Processing indicator and entered some comments regarding when the next
step increase is due. If no entry isrequired, “right arrow” through this screen. Pressthe
Enter button |£ or key, and save the transaction. The Adjustment in basic pay action is
complete. Follow the for printing and/or emailing PAR.
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NOTE: Enter thelast day worked asthe date of the action. The system
will roll tothe next date for the termination date. Enter information on
remarks section of PAR.

z Process a NAF Employee Separation

This procedure documents the steps required to process an employee due for separation
for any reason.

This action uses the copy mode for severa infotypes. It isimportant that you remember
that information that has defaulted in the fields pertains to a previous action and some
fields may need to be changed to reflect the current action.

After you have entered your changes to an infotype and used the Enter key, you should
receive awarning telling you that the previous record will be delimited. This verifies that
you want to make the change and that you have changed the From date to reflect that
your record will now be the current one. 'Y ou may proceed through the message by using
the Enter again and you will then be prompted to Save your record

Menu path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40
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™ Personnel Actions

HHE Master Data Edit Goto  Eastraz  Utlities  Settings  Sypstem  Help

&l IEcee CHE Dnoo BE @
@
Personnel no. 624 A
Mame lHNDREW AHDERSOH
EE group IE MF Pers.area |1 287 Morthwest Region Mwh
EE subgroup lFT- Reg Full Time Cost center COMCOURSE FCO ..
Fram Iﬂ3!3l€1f2l]l]1
Action type Personnel an EE group EE subgroup{ E
|| New Hire: el
thange in Pozition / Tranzfer |—
B Multiple Positiof Assighment
s I
Rehire
N Leave of dbzence
B Returh from Leave of Absence
Adjustment in Fay
Retirement
External Hire
External Separation =
< T [+ |
Field Name Description R/O/C | User Action/Values
Personnel Number | The system R Enter the personnel number, if
generated Personnel known. Use the dropdown
ID Number arrow to aid in the selection.
From date The date the action R Enter the last worked date.
is effective The date for separation will
roll to the next day.
Action Type The type of action R Select and highlight the
that isto be Separation action.
performed

Select the Execute icon l@;

The system will roll to Infotype 0000 — Copy Actions

HRV1 — February 2001
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™ Copy Actions

Infotype Edit Goto  Extras  Spstem Help

&l

delcae LMk anaa FE @

“ @ @ ‘2 | @Execute info group 49 Change info group

Pers.no.

624

Narne IﬂHDREl.al ANDERSON

Personnel area

Employes group

[1287
[T NF

Marthwest Region MwR

EE group IE MF Personnel ar 1287 Morthwest Region MWwWh
EE [FT Req Full Time 55M [e91—25-5555
Fram |l-]3f31f2l]l]1 ta |12I3119999
Perzonnel action

Action type I Separation _j

Reason for action IEJ‘
Status

Employment I\n\-"ithdrawn j
DOrganizational assignment

Position I Food Service Worker

Employee subgroup 'R+ RegFul Time
Additional actions
Start date At | Action type ActR | Reazon | action I
] ] |
Field Name Description R/O/C | User Action/Values
Action Type Separation R Thisfield will default in
Reason for Action | Thereason the R Use the drop down arrow to
actionisbeing aid in the selection.
performed
Employment User defined R Thisfield will default in with
“Withdrawn”
Position User defined R Thisfield will default in—
Must be Blank
For atransfer, must be
“ 99999999”
Personnel Area The assigned area of R Thisfield will default in

the position within

the organization
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Employee Group The group of Thisfield will default in
employees that the Must be changed to T-
individual has been Separated. Usethe
assigned to dropdown arrow to select.

Employee The assigned Thisfield will default in

SubGroup subgroup for the Must be changed to TR-
employee Separated. Usethe

dropdown arrow to select.

Press the Enter JE

Y ou will receive a message that the previous infotype will be delimited.

Press Enter ‘E again.

Save the transaction by pressing the Save icon

The screen will roll to Infotype 0001 — Copy Organizational Assignment.

= Copy Organizational Assignment

Infotype Edit Goto  Exiras

Svstemn  Help

&l

lBicae | DME anan RE @

|

T
@ £| Org Structure

EE subgroup Iﬁ

Personnel no 2y M ame W Status Inactive
EE group F A, Personnel ar 1287 MHorthiwest Region kW
EE zubgroup lﬁ Flex Continuing S5M Ihhﬂ—36—1 Las
From Im ho Im
Enterpnise structure
Eotode [1287  1wR COMNAVREG, Now.
Fers area Iﬁ Horthwest B egion kwWH Subarea 1174 E azt Sound
Cost ctr I—d
Personnel structure
EE group F Separated FPayr.area IE_H ﬂ My Region

Terminated

Organizational plan

Fercentage |1 515 S 1) Azzighment
Fozition I99999999 |ntegration: default posi
Jab key Iﬂ
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Field Name Description R/O/C User Action and Values
Co Code Company Code R Thisfield will default in.
PersArea Personnel Area R Thisfield will default in.
Cost Ctr Cost Center R Thisfield will default

blank
Subar ea Personnel Subarea R Thisfield will default in.
EE Group Employee Group R Thisfield will default in.
EE Subgroup Employee Subgroup R Thisfield will default in.
Payr Area Payroll Area R Thisfield will default in.
Position Position number R Thisfield will default in
999999.
All of the fields will default in. Validate the entries and Press the Enter key |E You

will receive the Record delimited warning again.

The Create Vacancy informational window will appear. Select the “Yes’ button and Save
]

the transaction.
date.

. If necessary, change the date on this window to the termination

-5 Craate Vacancy I

§ 10004025 Food Service Worker

Create on

[ea/31/2001 3

“es I Mo I x® I:an-:ell

The system will now show Infotype 0008 — Display Basic Pay as shown below:
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™ Display Basic Pay

Infotype Edit Goto Wagetypes Extrazs  Spstem Help

(G| HImecae oMk oo BAE@
“ H B £| Salary amount [ Payments and deductions
Perzannel no 624 Mame IHHDREW .. Status Inactive
EE group |E MF Personnel ar |128? Morthwest Region MwH
EE o [FT RegFul Time 55N [p91-25-5555
From |e2/20/2801 1o [12/3149999  Chng [82/82/2801 [HQ_P&57F2
Pay zcale
Feason Iﬁ id-pr merit/perfarm. increase Cap.util. el 180.88
Type [0 Naw b WwkHrs/perind ["88.26 [Biwesky
Aiea fou  aci4
Group [HF 83 Level  [B8 Anuial salary [ 41,214 .88 |USD
‘Wags ‘Wage type name D|:I Amaunt Curreng Ind Ad Mumber Unit 1
184 8 Houry Fiate - MR 19.75 |UsD F g.08
4] [+
1V [02/20/2001 #/[12/31/9999 i'i" 19.75 [usp
Right arrow, using the next record icon, —_____ through the Display Basic Pay screen.

Depending on the infotypes already in the system for the individual being separated, there
will be more infotypes exposed. Most of them will have the information already
defaulted into the records. The process will be the same for all.
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The system will now display infotype 0006 — Create Addresses subtype 6 — Forwarding
Address. This screen must be completed for a separated employee.

™ Create Addresses

Infotype Edit Goto  Extras  System  Help

gl DI BceeCHE anaalBR|

“ [1<E|_ Bﬁ £| Fareign address

Perzonnel no 624 Name IW Status Active
EE group IE NF Perzonnel ar 1287 Marthwest Region MR
EE subgroup Iﬁ Fieqg Full Time 55N |l-]91—25—5555
From Im to m
Address
Address type | Fonwarding Address j
clo I
Address line 1 12345 SMITH LAME
Address line 2
City/county [SEATTLE
Statedzip code IW W
Country key I US4 L‘
Telephone number Imlm
Commumications I l_
N
I_
I_

Press the Enter key ‘E

. Read the Record delimited warning message. Press the Enter

key again . Validate the entries.

The system will now show infotype 0171 — General Benefits Information. There are no

entries required for thisinfotype record but the dates must be verified and the infotype
saved.

™ Copy General Benefits Information
Infobpe Edit Golo Exfres Spstem Help

] Hjecae 2K anaa @@ @
an.g 5

Petsorngd ra 5 Hame I HAE CH.. Sishus \Withdrzsan
EE poup : [P Paszorne = FIZEF HNottwmst Aagion WWH
EE s [CE Fl Corimn en fsae—11-enig

Frem pasrlzem = AETERFELET

Bl Benefite [nfmmation

Beneht sea [ nmwper

T Program grougeg SE Anslii

2rad Fiogiam gioping HEEH Ho Bensdis
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Save the transaction.
Personnel Actions Screen.

. Record will be created. The system will return to the

IF THISACTION ISBEING USED ASPART OF AN ACTIVITY TRANSFER TO
A NEW PAYROLL AREA:

Terminate ONLY applicable benefits by following the procedurefor Benefit
Termination (see Chapter 5 Benefits p. 5-36). For example, if an employeeis
separ ating from Seattleto transfer to Jacksonville, KPS and Standard Dental will
have to beterminated, but all other benefits should not be terminated.
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E Separation/Option B Retirement

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction code: PA40

™ Personnel Actions

HR Master Data Edit Goto Exfras  Utilities Settings  System Hlp

& ||

AW Ccee MR D000 BE| @

=

Ferzannel no. f2y A
Frarm Im ﬂ
Action tpe Pergonnel an EE group EE subgrou E
Mew Hire Z
Change in Pozition |—
tultiple Pozition dzsignment
Eieparati-:-n
Rehire
Leave of Abzence
Return from Leave of Absence
Adjuztment in Pay
Retiremnert
External Hire =
| 1 [*]
Field Name | Description R/O/C | User Action/Values
Personnel | EE number R Enter the number if known, or
Number search using the drop down
arrow
From Date of action R Enter the |ast date of work. The
day after this date will appear
on the next infotype screen.
Select Type of action that isto R Select the Separation Action
action type | be performed
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Infotype 0000: Copy Actions

Infotype Edit Goto Extras System Help
= DB eceCHe anas BRI @
“ r_@‘@ 2 | @ Erecuteinfogioup & Change info group
Pers.no. 723
Name [CURTIS HAHHOND
EE group F M Persannel ar 1287 Marthwest Region MR
EE subgroup [cE Flex Continuing 55N [s48-32-5u90
From [ou/03/2801 210 [12/3179999
Perzonnel action
Action tpe |Separation =
Rieasan for action [02
Status
Employment |swithdlrawn |
Organizational azsignment
Pasitior: [99999999  hotorviehicle Dperater
i e [1287  Notthwest Fiegion MR
Emplayes group [ N,
e [ce El Gt
Additional actions
[Stadate | act | Action type | setr | Reason faction ot |
Field Name Description R/O/C User Action and Values
Action Type | Separation R No entry required
Reason for The reason for the R Y ou can use the drop down and
Action action being select the reason
performed
Employment | System default R Thisfield will default in
Withdrawn status
Position User defined R Blank out position number and
enter 999999
Personnel The assigned area of R Thisfield will default in
Area the position within
the organization
Employee The assigned group R Thisfield will default in. You
Group of employees the must change the EE Group to
employee will be T — Separ ated
assigned to
Employee The assigned R Thisfield will default in. You
Subgroup subgroup for the must changethe EE Group to
employee TR — Separated
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Press the Enter icon |£ Y ou will get the Record Delimited warning message. Press the

)

Enter icon

[ ]
Press the Saveicon

series the Infotype 0001 — Copy Organizational Assignment.

again. You will be warned to save your entries.

. You will now see the next infotype in the separation action

-™ Copy Organizational Assignment

Infotype Edit Goto Exiras Svstem Help

| €l ZIBcee ok anan IO @
“ @‘t & 2 | Org Structure

Personnel no 24 Name W Skatuz Inactive

EE aroup F M Personnel ar 1287 Maorthwest Region MwWH

EE subgroup lﬁ Flew Continuing 55N Illllﬂ—36—1 cag

Frarm Im b Im

Enterprize structure
CoCode [1287  MwR COMNAYREG, Nw.
Perz.area IE Marthweszt B egion MwF Subarea 1174 E azt Sound
Cost clr I—L'
Personnel structure
EE group F Separated Payr.area IE_I’I £| M Region
EE zubgroup Iﬁ Terminated
Orgamzational plan
Percentage Im Lzzignment
Fozition I99999999 |ntegration: default posi
Job key Il-]_‘

Field Name Description R/O/C User Action and Values
Co Code Company Code R Thisfield will default in.
PersArea Personnel Area R Thisfield will default in.
Cost Ctr Cost Center R Thisfield will default

blank
Subarea Personnel Subarea R Thisfield will default in.
EE Group Employee Group R Thisfield will default in.
EE Subgroup Employee Subgroup R Thisfield will default in.
Payr Area Payroll Area R Thisfield will default in.
Per centage Percentage assigned R Must blank out
Position Position number R Thisfield will default in
999999.
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Job Key Job key R Thisfield will default in.
Exempt Exempt status R Thisfield will default in.
Org Unit Organization unit R Thisfield will default in.
assigned
OrgKey Organization key R Thisfield will default in.
assigned
&

Press the Enter icon ! . You will get the Record Delimited warning message. Press the

Enter icon |E again. You will be warned to save your entries.

[ ]
Press the Save icon

option.

. The“Create Vacancy” box will appear. Select the “yes’

-® Create Yacancy I

5 10004025 Food Service "Worker

Create on [b3/31/2001 3

ez I Mo I -4 Eancell

After selecting “yes’ in this window, you will see the infotype Display Basic Pay. Select

the next screen & icon to “right arrow” through this screen.

Y ou will now see the next infotype in the retirement action series the Infotype 0006 —
Create Addresses, Subtype Forwarding Address.
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™= Create Addresses i}

Infotype Edit Goto Exiras

I nfotype 0006: Create Addresses

System  Help

2y

e DHE anaa AR @

” @ a £| Foreign address

Personnel no 723 Mame W Status Active

EE group F (IS Perzonnel ar 1287 Marthwest Region M4Wwh

EE subgroup IE Flex Continuing S5M Illllﬂ—32—5ll9['l

From Im to Im

rAddress

Addrezs type I Forwarding Address _vJ
céo I
Address line 1 |‘| 23 Newstrest
Address line 2 I
City/coumnty IHetirementEit_l,l
State/zip code F W
Cotntry key IUSA LI
Telephone nurmber I_ Ii
Carmrunications I— I_I—
I
I
N
Field Name Description R/O/C User Action and Values

Address Type Type of R Thisfield will default

address Forwarding Address

C/O In care of O Thisfield may default inif a
record already exists. If no data
defaults, you may enter the c/o
person’s name.

Address Street name R Thisfield may default inif a

and number record already exists. If no data
defaults, you may enter the street
address.

City City R Thisfield may default inif a
record already exists. If no data
defaults, you may enter the city.

State/Zip Code State/zip code R Thisfield may default inif a
record already exists. If no data
defaults, you may enter the state.
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Country Key Country Thisfield will default US. You
may change if needed.
Telephone Telephone Thisfield may default inif a
Number record already exists. If no data
defaults, you may enter the
telephone number.
Communications | User defined Thisfield may default inif a

record already exists. If no data
defaults, you may enter
additional contact numbers.

Select the Enter icon |

Press the Saveicon

. You will be warned to save your entries.

Y ou will now see the next infotype in the retirement action series the Infotype 0001 —
Retirement Plan Data at Termination.
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Infotype 0001 - Create Retirement Plan Data at Termination

™ Create Retirement Plan Data at Termination
Infotype Edit Goto Exiras System  Help
| &l B eeeLHME DDLD BE|@
lame
Perzonnel no 724 Mame W Statuz Active
EE group FI. M, Perzonnel ar W Horthwwest Region MywR
EE zubgroup IE Flex Continuing S5N IHHE—36—1SBB
From m to m
BUPERS or other HAFI Retwement Plans
Frevious Participation in Plan Iﬁ
IF ez, Retirement Plan O plion IE * Flank --------------------- Default value
If Digcontinue, D ate I_—
Field Name Description R/O/C User Action and Values
From Date of Termination R The system enters the date
of the termination. Leave
the end date as 12-31-9999
Previous Y for previous plans R Select Y if previous plan
Participation in N for no previous exists, in most cases no
Plan plans previous plan exists, so you
would select N using the
drop down arrow
If Yes, R Thismust be“Y” for the
Retirement Plan Option B
Option
If Discontinue R Must be blank for this
Date termination

Press the Enter icon |E Y ou will get the message “Retirement plan option cleared.”

Select the Enter icon |E Y ou will be warned to save your entries.

Y ou will now see the infotype 0171 — Create General Benefits Information.
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Infotype 0171 — Create General Benefits | nformation

® Copy General Benefits Information

Infotype Edit Goto Exras System  Help

“jgﬂ Zloece|oHNiR anaa PR @
=R P
Perzonnel no 723 R E= IEUHTIS . Statuz Withdrawn
EE group F M Personnel ar |1 287 MNorthwest Flegion bwh
EE subgroup [C& Flex Continuing 55H [uug-32-5400

From Iﬂlliﬂ3f2iiﬂ1 ﬂ to |12.o'31."9999

General Benefitz Information

Benefit area W Hawy [Mw'R]

T2t Program grouping ISE Seattle

2nd Program grouping INBEN Mo Benefits
[]

Press the Save icon

— . You will get the Record Delimited warning message.

@

Select the Enter icon

@

. You will get the message “record created.” Select the Enter

icon again to close the information window.

HRV1 — February 2001 4-68



Master Data

M

Process an Employee Retirement

This action uses the Copy mode for several infotypes. It isimportant that you remember
the information that might default into the fields is from a previous action. Be very
careful to verify thisinformation and deleteit if it does not pertain to the action that you

aretaking.

Menu Path:

HUMAN RESOURCES > PERSONNEL MANAGEMENT >

ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

™ Personnel Actions

HE Master Data Edit Goto Estras  Utilities  Settings Swstern Help

@ | Awcee | CHE dDhon BE @
|
@
Personnel no. Il]l-]l-]ﬂﬂ25£
Fram Iﬂ3.’ﬂ1.’2m]1
Action type Perzonnel an EE group EE Suhgroupi B
Mew Hire

Change in Position / Trangfer

[ 1

Multiple Pozition Assignment

Separation

Fiehire

Leave of Abzence

Fieturn from Leave of Abzence

Adjuztrnent in Pay

Fietirement

Extermal Hire

Euternal Separation

|

Field Name Description R/O/C | User Action/Values
Per sonnel no. Theindividual’s R Enter the employee’ s number if
personnel number in known or use the dropdown
the system menu to select.
From date The date the action R Enter the employee’ s last day
is effective of work before the retirement
Action type The type of action R Click on and highlight the
to be performed Retirement action
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Select the Execute Icon E

The screen will now show infotype 0000 — Copy Actions

leicipe Edt Bow  Eung  Spsfem Help

& || DB cae DM snan B0 D
LA 2 ek SF Changsivio gl
Pae.na, 2LE
ETE] [rappan , warter wincheix
EE grmup [v cc Fotsrrel o Gk Hlegpai
EE nbgop [FT RsaFulTime 5N [mnp-32-pBRT
Fiem vasee/zen o (1273179999
Persnrinel sction
Arlon bp= |H!I|!|1zrt _"__J
Pleamon Tar achon lﬁ
~Status
Empaamirl [Ranan =
Diganizalsonsal assmgnment
Fosiion l_ Tiachor Opmiaior
Prisaned arza lﬁﬁ HMayport
Empioes gioup [® e
Erploes subioup AT & Feg Rl Tine
-Aifditonal achoes
Statdale | et | Acion e | R | Resmonf action ﬂ
] [¥]
Field Name Description R/O/C | User Action/Values
Action type Retirement R Thiswill default in. No Entry
required
Reason for Action | The reason the action R Use the dropdown arrow and
is being performed select Retirement
Employment User Defined R Field will default in.
Special payment User Defined R Field will default in.
Position User Defined R Must be blanked
Personnel Area Location of the R Thiswill default in. No
employee entry required
Employee Group The assigned group of R Usethe dropdown menu to
employees that the select Retiree
individual belongsto.
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Employee The assigned R Usethe dropdown menu to
Subgroup subgroup for the select therequired Retiree
employee

Press the Enter button |£ Y ou will receive the message “ Previous record date to date

will be delimited”. Press the Enter button again.

Save the transaction

L3

Screen: Infotype 0001 — Copy Organizational Assignment

= Copy Deganivalional Axeigument

Infuipe Edil Goto Edme Sisbem Heln

12— 7 TR R e

| E a _ﬂ g Sheivhae
Ptz ma PhE Hame Tagpan Stk Fiehms
EE goe = Petmyrel 2 s Wsppest
EE subgmogs [F¥ RagFutlive =] Bl -2 - BRAY
Fronm [Eieszom . m TEAATIRNE
Embergie shuciuie
Colode Tl WwR HD TREASLIRY
Prers s TRiE  Hesdpeben Eubares L

Conl oy

Parcommel absacbers:

EE goabp [F Ao P aaa Fo  hessquies
EEwbgug  [RT  FAsiee

D iz izl han

Faerisge {100, e B asiwe
Fuoilicn |

Iohkep W

Ereral H

g, ik e

org kap AU 0 R0 sHnes 2

Field Name | Description R/O/C | User Action/Values
Co Code Company Code R Field will default in.
Pers Area Personnel Area R Field will default in.
Cost Ctr Cost Center R Will default blank
Subarea Personnel SubArea R Will default
EE Group Employee Group R Will default to “ Retiree” R
EE Subgroup | Employee SubGroup R Enter RT
Payr Area Payroll Area R Will default to “HQ”
Per centage Percentage employee R Field will default in.
assigned to the position
number
Position Position number R Will default blank
Job key Job Key R Will default blank
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Exempt Exempt status R Will default blank

Org Unit Organization unit assigned R Will default blank

OrgKey Organization key assigned R Will default in.

Press the Enter button. ‘E Y ou may or may not receive a warning message stating that

the record date to date will be delimited. Press the Enter button again. JE

Save the transaction

Thiswill result in opening infotype 0171 — Create General Benefits Information

All required fields will default in. The information must be validated by pressing the

Enter key ‘E and then saving the transaction

"™ Create General Benefits Infoermation

Infotppe Edit Goto  Estraz  System  Help

el flAlcoe DMk ananBFE @
B A
Perzonnel no 258 Mame IWaltEl‘ .. Status Retiree
EE agroup IE Retires Personnel ar I?E' an Headquarters
Eo e [RT Retice 55N [snp-32-8887
From Il33.fl]2..r’2l]l]1 to |12f311'9999
: General Benefits Information——————————— [QIGIQELG I—
Benefit area IW MHawy [MWwWR)
2t Program grouping |HI] Millington-HE A
2nd Frograrn grauping |RETR retines 0
@ Help |

After pressing the Enter key and saving the transaction, you will receive the message that
the Record has been created and the system will show the final infotype in this action.
Infotype 0378 — Create Adjustment Reasons
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FEatgre T Ao
dem fesseeszen o [owsezszest

After the retirement record has been created, you must email and print aPAR. Add sick
and leave balances, then email PAR to payroll.
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|; Process a Leave of Absence (LWOP)

This processis only used when an employee is out of work without pay. Thisisanon-
pay status and therefore when the employee isin this status, there is no accumulation of
either sick or annual leave. Thisstatusis usually set due to the employee’ srequest. See
the policy manuals for further explanation of this process.

This action uses the copy mode for several infotypes. It isimportant that the user
remembers that information that has defaulted in the fields pertains to a previous action
and some fields may need to be changed to reflect the current action.

After you have entered your changes to an infotype and used the enter key, you should
receive awarning message telling you that a previous entry has been delimited. This
warning verifies that you actually want to make the change and that you have changed
the “From date” to reflect that your record will now be the current one. Y ou may proceed
through the message by using the Enter key again and you will then be reminded to save
your changes.

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

HE Master Data Edit Goto Extras  Utlities Settings  System  Help

& |l CIRceR 2k nnoan BRI @
|
@
Personnel no. 624 A
From IB2I15I2BB1
Action type Personnel art EE aroup EE subgroupl i
Mew Hire fedl

tultiple Fosition Assignment

Separation
Fehire
L1
Retum from Leave of Absence
A djustment in Pay
Retirement
—
Esternal Hire
d —
Euternal Separation |EE zubgroup | -

| | [*]
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Field Name Description R/O/C | User Action/Value
From date The date the Leave R Enter the effective date of the
of absenceisto start action
Personnel Number | Employee Number R Enter the number or use the
dropdown menu to select the
correct employee
Action type The type of action R Select the Leave of Absence
to be performed action

Sdlect the Execute icon E

Save the transaction by clicking the icon

The result isthat infotype 0000 — Copy Actions will appear.

Inicijpe Edb Gow Bl Spdem Help

& | B caa | DHE nnan BF 2
S @ 2 ChEseculambgoup o # Changs o giog
Pat.no (L]
ETE] AKDREY AHDERSOH
EE ginup E NF PaiomrE af 1287 Hotksast Regon W
EE mbonip [FT ReoFulTim= SEH [avr-m5 555z
From 022152 i m P2LI19999
Perzornel schion
Acinn yps |Luawu|-5.hsunnu ;1
Feaaon far aotioty |E3i
Stahis
Ervphcatresd [Inactive |
- Digamzatonal asshgnmesnt
Foglhion VAAARAZE  Food Sevace Woker
Paled el aiea 1287 Nl izt Rpgion MR
E miploses group E HF
Employes subgroup ﬁ Reg Fudl Tms
Mdditional aotions
Sratdale | Ao | Action tpe | 8o | Remsont scton =
LA 2 sdwineknPay 14 ickw et st nekssa ]
2152001 23 |Tharnge n Posion / Tiansle m Fiomoaon L
[l | [»
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Field Name | Description R/O/C | User Action/Values Comments
Action Type | Leave of Absence R Thiswill default in
Reason for The reason for the R Y ou can use the Only Field
action action being dropdown menu to select | requiring
performed the reason entry
Employment | Changed to R Thiswill default in
inactive
Position MWR Position R Will default the position
number
Personnel The assigned area R The field populated from
Area within the the previous record
organization
Employee The assigned R The field populated from
Group group the the previous record
employee has
been assigned to
Employee The assigned R Thefield is populated
Subgroup subgroup for the from the previous record.
employee
Select the Enter icon | @ I.

Save the transaction by clicking the icon

The result isthat infotype 0019 — Create Monitoring of Dates will appear.
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™ Create Monitoring of Dates

Infotype Edit Goto Estraz  System  Help

| =
& | FlAlecs 2 anaa AR @
|lame
Personnel no 624 Mame !HNDREW .. Status Active
EE aroup E MF Ferzonnel ar |1 287 Morthweszt Begion MwE
EE zubgroup FT RegFul Time SSH |l391—25—5555
Date
T azk tupe |Lea\-'e of Abzence LI
Date | ag/15 /2001 Proceszing indicatar MHew task j
Reminder
Reminder date |
Lead/follow-up time | I |-

-Comments

IDoing a secret migsion for the Central Inteligence dgency |

Field Name Description R/O/C | User Action/Values
Task Type Type of task to be R Defaults to Leave of Absence.
monitored Nothing required
Date Date that the task R Fieldisrequired if the task type
will require action was populated. Enter the
expected return date.
Processing indicator | Status of task R Defaults as “New Task” No
entry required.
Comments Comments O Freetext if comments need to be
entered.

Sdlect the Enter icon | @ I.

Save the transaction by clicking the icon

Screen will roll back to the Personnel Action Screen and the Record will be created.
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|; Process a Return from Leave of Absence

This procedure should be used to process areturn from a L eave without Pay (A Leave of
Absence).

This process uses the copy mode for several infotypes. It isimportant that you
remember the information that has defaulted in the fields pertains to a previous action
and some fields may need to be changed to reflect the current action.

After you have entered your changes to an infotype and used the enter key, you
should receive a message telling you that a previous entry will be delimited. This
verifies that you want to make the change and that you have changed the From Date
to reflect that your changed record will now be the current one. Y ou will proceed
through the message by using the Enter key and you will then be prompted to save
your changes.

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

HR Master Data Edit Goto  Extras  Uklties Settings Syskem  Help

@ || JHCee DHE DL HE @
(&)
Personnel no. 7uy A
Name [ALEJ0 DOMINGUEZ
EE group E NF Perz.area W MNorthwest Fegion bwWH
EE subgroup Iﬁ Reg Full Time Cost center 859 RECYCLING BAN P
From Im E |
Action type Personnel anl EE group EE subgrou ﬂ
Mew Hire .ﬂ
Change in Pogition -J
Multiple Position Azsignment
Separation
il Rehire
Leave of dbsence
R eturn from Leave of Absence
Adjustment in Pay
Retiremnent
External Hire
Estemal Separation =]
] [+]
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We have selected Personnel Number 744 and highlighted the Return from L eave of
Absence action type.

Sdlect the Executeicon! —

™ Copy Actions

Infotype Edit Gobto Extras  Swstem  Help

||| R ceeCHE vnaa DA @
" e @ ‘2 | @Execute info group ¢ Change info group

Pers.no. uh

M ame: IFILEJI] DOMINGUEZ

EE group E MF Personnel ar 1287 Morthwest Begion MWH
EE subgroup [FT ReqFul Time SN [172-53-3082

Fram |03/B1I2BB1 ta |12I31.¢’9999

Personnel action

Achion type

Reason for action

|F|etum from Leawve of Absence

fis o

Personnel area

[zs7

-

Maorthwest Region MwWH

Status

Emplayrient |Active j
Organizational assignment

Position 188083942 Recycling Operations Mana

Employes group E MF
Employee subgroup Iﬁ Fieg Full Time
Additional actions
Start date Act | Action type ActR | Reason faction
KIl [»]
Field Name Description R/O/C | User Action/Values
Action type Return from Leave R Will default in
of Absence
Reason for Action | Thereason the R Use the drop down arrow to
actionisbeing select thereason. Thisisthe
performed only field that requires an
entry.
Employment User defined R Will default in
Position User defined R Will default in
Personnel Area User defined R Will default in
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Employee Group The group that the R Will default in
employeeis
assigned to.
Employee The assigned R Will default in
subgroup subgroup for the
employee

Press the Enter button JE A message “W: Record valid date to date will be delimited”.
Press the Enter button again.

Save the transaction (Select the Save icon ).

The next infotype appears Infotype 0041 — Create Date Specifications

™ Create Date Specifications

Infokype Edit Goto Extras System  Help

@ | flg/ceeCMk | anaa BNE @
HB K

Personnel no 7uy I arne IHLEJD D.. Statuz Active

EE group IE MNF Personnel ar 1287 Morthwest Region kwH

EE subgroup [FT ReqFul Time SSN [172-53-3882

From il]3fl31f2l]l]1 ta i12!31f9999

Date Specifications

[rate ype Date Date type Diate

IE Original Hire Date m E Service Comp D ate m
[84 Civiian Service [01/01/2001 [88 Rt Plan Eiigibilty [01701/2002 &
[ ] [ ] [ ] [ ]
[ ] [ ]

| | | |

[ | [ |

the Service computation date. If not move through the record screens using th
[

D

/ NOTE: Thisscreenisonly necessary if the Leave of Absence should change

next and previous record icons as shown.

a

If any changes were made, Press the Enter button

HRV1 — February 2001 4-80




Master Data

Save the transaction using the Save icon

The screen rolls to infotype 0019 — Change Monitoring of Dates

™ Change Monitoring of Dates B

Infotype Edit Goto  Extras  System  Help

@ | Olcoe/DHpr anan BB @
| ae
Perzannel ha 7uh MHame IHLEJI] D.. Status Active
EE group IE MF Perzonnel ar |1 287 Morthweest Region MwWH
EE o haon [FT FiegFull Time 55N [172-53-3082
Chng [82/13/2001 [HO_P657F2
Date
Task type ILW'DF' Expired
Date |l33.f /72081 Frocessing indicator Taszk completed j
Reminder

Reminder date

83/01/2001| #|

Lead/fallavw-up time I_I— r
Comments
|
|
I
Field Name Description R/O/C | User Action/Values
Task Type Type of task to be R Defaults as Leave of Absence.
monitored
Date Date that the task R Defaults as the date entered in
will required action the Leave action (the expected
date of return) No entry
required.
Processing Status of task R From drop down arrow, select
indicator Task completed.
Comments Comments ®) Free text for any comments.

Press the Enter button,

Save the Transaction and the Record will be created.
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|; Process an External Hire

Do this when it becomes necessary to place anew GSYWG APF funded employee, a
Military Assigned Employee or an employee of acivilian recreation find or similar NAFI
into our Human Resources system. Only certain key elements will be captured for these
employees. The procedure as shown below will explain to the user how thisisto be
accomplished. These employeeswill NOT be paid through the ADP payroll processing
system. Thisinformation isfor record keeping and reporting purposes only. It will be
necessary for the NAF personnel office to obtain a copy of the current and all subsequent
SF-50s from the Appropriated Funds Human Resource Office (HRO) to perform this
input and to keep it current. In addition, certain information for a Military Assigned
person will also be crucial to keeping our HR system up to date. To save time later in the
procedure, have the position number available before you start.

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

™ Personnel Actions

HE Master Data  Edit Goto Estras Utiliies  Settings  System Help

@ | HEece 2k Do BE @

©

Perzonnel no. I__,g'

Fram Im
Action type Persannel art EE group EE zubgrou g
Mew Hire =
Change in Paozition ¢/ Tranzfer -J
Multiple Pozition Azsighment
Separation

il Rehire

| Leave of Absence
Returm from Leave of Absence
Adjustment in Pay

L
Retirarnent

» |External Hire |qq-

Esternal Separation | | E
1 [+]
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Field Name Description R/O/C | User Action/Values
Personnel Number | Leave blank C If theisanumber in thefield,
Blank it out! The system will
generate the new number.
From date Hire Date R Enter the external hire date
Action type The types of action R Highlight the External New
that can be Hire action type
performed

Select the execute icon |

The screen will roll to infotype 0000 — Create actions

Infclyps Eck Gofo Eavae Spaten Ho

& | TH o | 2HR uwan D0 @

[ B 2 P Chengeinia crau
Pemro. I—
From [az/mi/zom 12/ 31/ 9999
Ferzonnel aclion
At s | Extmmal Hiee |
Fesso bor achan Iﬁ
Stobuy
Ervpimpmar: [Factinn |
i  [reomsree
Ferscnned gres [1z92
Enpryee arp [E£
Enplyer swbooin fis &
Additional actions
Stace | Act | Achontyms | faf | Fieasmlachon |
£l || ]
Field Name Description R/O/C | User Action/Values
Action type External Hire R Will default from previous
screen
Reason for action | Why isthe action R Select the appropriate code
being performed using the dropdown arrow
01 -GSWG
02 — Civ NAFI
03 —Military Assigned
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Employment User defined R The field will default “Inactive’
no entry can be made
Position Enter the new O Y ou may enter the position, if
position known or select from the drop

down arrow. Seethetable on
the next page for the position
numbersfor Military
Assigned personnel.

Click on the Green

Check mark |£ or the Enter key to validate personnel areas

Personnel area

The assigned area of R
the position within
the organization

Will default in from the position
number selected and will
represent the entity (location) to
which the position has been
assigned.

Employee group

The assigned group R
of employeesthe
employee will be

Will default to E for external
and will represent the
employee’s employment

assigned to category, i.e. NF, NA, GS(E),
etc.
Employee The assigned R Thisfield will default based on
subgroup subgroup for the position number. If military
employee assigned, default entry isMA,

GSfor GS.

Table: SAP Position Numbers for Military Assigned Personnel

Military Assigned Personnel
PSA L ocation SAP Position number
1019 Mayport 99999998
1034 Jacksonville 99999997
1171 QOL SO, NW 99999996
1173 N. Sound 99999995
1174 E. Sound 99999994
1287 W. Sound 99999993
1292 Kings Bay 99999992
7900 Headquarters 99999991
8019 VQ — Mayport 99999990
8034 VQ — Jacksonville 99999989
8172 VQ -NW 99999988
8292 VQ —Kings Bay 99999987
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Press the Enter button |£ to validate the fields on the screen and then press the Save

icon

to save the transaction.

The result of saving the infotype is that the screen will now show the next applicable
infotype 0002 — Create Personal data

™ Create Personal Data

Infotype  Edit Goto  Estras  Spstem  Help

| —~ R 7 ;
2l fBece DMK anan | RE @
@ 2
Personnel no 761 Status Inactive
From [e1/15/1978 1o [12/31/9999
Hame
Form of addr Mz i
Last name |asPam
First name [MeRa
Middle name JanTomo
Designation | 'i
Suffix I 'l
Mame [MeRIa asPaIN
-HR data
55N |n1 0-55-5252 [ Gend
Bith date Il]1f15f19?l] @ Female C) Male ) TBD
Comm.lang. !English _'_I
I ar. status Single

NOTE: According to the United States Postal Service Sorting Facility all
/ names and addresses must be entered into the system using upper case letters

and NO punctuation except the hyphen between the first five numbersinaZip

code and the last four.

Field Name

Description

R/O/C

User Action/Values

Form of address

Y ou may enter the employee’s
form of address, i.e. Mr. Ms,
Miss, etc. It will be validated in
the gender field

Last Name

Last Name

Enter the last name (All Upper
Case)

First Name

First Name

Enter the first name. (All
Upper Case)

4-85

HRV1 — February 2001




Human Resources

Middle Name Middle Name Enter the full middle name (per
DOD instructions). (All Upper
Case) If unknown, enter
“NMN”. If the employee only
has an initial, enter that.
Designation Employee’s military rank. Is
required for Military Assigned
employees.
Suffix If you wish, you may enter the
employee' s aristocratic title,
i.e. JR, I, SR.
SSN Social Security Enter the number with or
Number without dashes.

Date of Birth Employee’s date of Enter the DOB in either of
birth these two forms: 120161 or

12/01/1961

Comm. Lang The languagein Field will default English. 1t
which the employee may be changed.
prefersto
communicate.

Mar. Status Marital status Enter the marital status directly
or use the dropdown arrow to
select

Gender Gender Enter the employee’ s gender.
TBD cannot be used according
to DOD regulations.

&

Press the Enter button

icon

to save the transaction.

to validate the fields on the screen and then press the Save

The result of saving the infotype is that the screen will now show the next applicable

infotype 0001 — Create Organizational Assignment
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™ Create Organizational Assignment

Infotppe Edit Goto  Extraz  System  Help
| T o

1€ | A HCce DHE avnan AR @
‘ @ @ A% i Org Structure
Personnel no 761 Status Inactive
55N |e18555252
Fram Im to ;m
Enterprise structure
CoCode 1292 MwhR SUBASE KINGS BAY
Pers area 1292 Kingshay Subarea 1292 Kingzbay
Cost cfr 222 RACKNROLL FOOD G4
Personnel structure
EE group !E External Payr.area ﬁ; Hon-Fayroll
EE subgioup  [BS G5 /WG
Drganizational plan-
Percentage Imli' Azzignment
Position [1ese3159 gJ Rec Spec
Recreation Specialist
Job key [1eoe1286  WFOIBROS
Recreation Specialist
Emempt IE
Org. unit 'm Rec/taint
Recreation / Maintenance D ..
Dirg key [
Field Name Description R/O/C | User Action/Values
CoCode Company Code R Will default based on the
position
PersArea Personnel Area R Will default based on the input
to infotype 0000 action.
Cost Ctr Cost Center R Will default
Subarea Personnel subarea R Will default based on the input
to infotype 0000 action.
EE Group Employee Group R Will default based on the input
to infotype 0000 action.
EE SubGroup Employee R Will default based on the input
SubGroup to infotype 0000 action.
Payr Area Payroll Area R Thefield will default in
Percentage Percentage of the R Thefield will default in
employee' stime
assigned to the
position number
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Position

Position number

Defaults the position number.
It should be on the new hire
paper form or determined prior
to the hiring action being
executed.

Job Key

Job Key

Will default based on the input
to infotype 0000 action. It
represents the pay plan, job
series and grade/level.

Org Unit

Organization unit
assigned

Will default based on the input
to infotype 0000 action. The
field represents the department
the position reports to.

Orgkey

Organization key
assigned

Will default based on the input
to infotype 0000 action.

Press the Enter button |£ to validate the fields on the screen and then press the Save

icon

to save the transaction.

Note: If hiring a military assigned person, you will receive the following war ning

message. Select & Ito close the message window. Save the next screen
“Integration Relationships.”
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The next screen will show the next applicable infotype 0006 — Create Addresses

= Create Addresses

Infotvpe Edit Goto Extras Swstem  Help

@ | Figleceoce oMk anaa BAE @
3
@ @ .0? | Foreign address
Personnel no | 19269 Mame |HI7ITHE W.. Status Achive
EE aroup F M Perzonnel ar 1287 Morthwest Region bMwR
EE zubgroup IE Flex Continuing S5H |h56—62—?539
From |l-]3f16f2l]l€11 ta |12J’31 79999
Address
Address ype |F'ermanent Residence ;I
c/o |
Address line 1 |888 SMITHFIELD LAME
Address line 2 |
City/county |JACKSDNVILLE BEACH
State/zip code |FL |32228
Couritry key |USA LI
Telephone number |9 a4 |555—1 o115
Communications | ﬂ_ I
| [

NOTE: According to the United States Postal Service Sorting Facility all

/ names and addresses must be entered into the system using upper case letters
and NO punctuation except the hyphen between the first five numbersinaZip
code and the last four.

After making the entries required, Press the Enter button ‘E to validate the fields on

the screen and then press the Saveicon to save the transaction.

The result of saving the infotype is that the screen will now show the next applicable
infotype 0007— Create Planned Working Time
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™ Create Planned Working Time

Infatype  Edit Goto  Eutraz  Swstemn Help

i = =

& | B CME anaa AE|@
“ E B 2 [work scheduls

Personnel no 761 Mame |I"II7IRII7I A Status Inactive

EE group IE Ewternal Personnel ar 1292 K.ingzhay
EE subgroup [es &5 /we SN [a18-55-5252

Frarn |132.o'ﬂ1.o'2ﬂﬂ1 _t_| Ta l12.o'31.v'9999

‘Work schedule rule

Wwiork schedule rile 5T External Schedule

Working time
Employment percent
Daily working hours 8.03
Weekly waorking hours
td anthly working hrs
Annual working hours 2087 .88
Wwieekly workdays L [

il

The Work Schedule rule field will default to EXT- External Schedule.

No entries are required but check that the Employment percent is 100%. Pressthe Enter

]
button |E to validate the fields on the screen and then press the Save icon
the transaction.

to save
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The result of saving the infotype is that the screen will now show the next applicable
infotype 0008 — Create Basic Pay

Infotype  Edit Goto ‘Wagetppes Extraz System Help

@ | D@ CHE aDLD AE| @
” A2 | Salay emount [ Payments and deductions
Persorinel no 761 Narms [MARTA A Status Inactive
EE group I-E- External Perzonnel ar 1292 Kingsbap
EE subgroup [6s &s /wa g5H |818-55-5252
From [62/0172601 1o [12/3179999
Pay scale
Reason [18 | Naeason Cap.utiLiv [168.00
Type [01  Nawhiwn \wkHrs/period | 80.26 [Biweeky
Brea [e2  aciss
Group I?}_'ST Level IT]E Anral salary I .00 IUSD
Wags Wage ype name Of Amount ierd i ] e Linit
181 8/Houwrly Rate - MR USDr 1|
=
=
4] [+]
1U [82/681/20081 - [12/31/9999 i]_b" 8.88 |usp
Field Name Description R/O/C | User Action/Value
Reason Reason for the R Usethedrop down arrow to
action with this make your selection
infotype
Type User defined R Field will default in
Area User defined R Field will default in
Group User defined R Enter the employee’ s grade. Use
the dropdown arrow for your
selection. (Example: MA 00 for
military assigned)
Level Level of Pay R Will default based on the entry
in the Group field.
Hourly Rate Enter the correct O Enter if available, if not leave
rates for each of the blank
types listed
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After making the entries required, Press the Enter button |£ to validate the fields on

]
the screen and then press the Save icon to save the transaction.

The result of saving the infotype is that the screen will now show the next applicable
infotype 9001 — Create DOD/MWR Specific Data

™ Change DOD / MWR Specific Data

Infotype  Edit Goto Estras Spstem  Help

@ |l Floece 2HE DDODBE @
a2
Personnel no 761 Mame IMHRIH A.. Status Inactive
EE group I_E- Euternal Perzonnel ar 1292 Kingsbay
EE subgroup |E G5 /WG 55N [@18-55-5252
From [p2781/2081 * to  [12/31/9999  Chna [81/31/28081 [HQ_P657F2
Mizc.
Perszon Hizpanic Categaory Code E Mt Hizpanic Origin

Union E higibility

Bargaining Unit Eligibility Code F Mon Supervizom

Retirement Info.

Retirement Plan Code ﬁ Civil Service Retirement Svstem [CSRS]
Retirement Certificate Mumber I—

Sawings Plan IE Thirift S avings Plan

Portability of R etirement Election ﬁ Elected to remain in a civil service retirement plan
Portability of Eenefitz Statuz Code Iﬁ Notcovered

Position Info.

Poszition Sensitivity F Mon-Sensitive
Supervisor Position Iﬁ

-Misc. Motes
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Field Name Description R/O/C | User Action/Values
Per son Hispanic Is this person R Use the drop down menu to
Category Code Hispanic? complete the selection
Bargaining Unit Bargaining Unit R Use the drop down menu to
Eligibility Code code complete the selection
Retirement Plan Which retirement R Use the drop down menu to
Code system? complete the selection
Retirement Retirement Plan O Field ismaintained at the
Certificate Certificate Number Headquarters level.
Number
Savings Plan What savings plan R Use the drop down menu to
was elected? complete the selection
Portability of Is the Retirement R Use the drop down menu to
Retirement plan portable? complete the selection
election
Portability of Benefits Portable? R Use the drop down menu to
Benefits Status complete the selection
Code
Position Sensitivity | Position sensitive? R Use the drop down menu to
complete the selection
Supervisor Supervisory R Use the drop down menu to
Position position? complete the selection
Misc Notes O Enter information as free text
that relates to Drawing NAF
retirement and the NAF
retirement #
@

After making the entries required, Pressthe Enter button !

the screen and then press the Save icon

to validate the fields on

to save the transaction.

The result of saving the infotype is that the screen will now show the next applicable
infotype 0077 — Create Additional Personal Data
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™ Create Additional Personal Data

Infatype  Edit Goto Estras  Swstemn Help

@ | flBlcee DMk anaa AR @
|la@ a2
Perzonnel no 761 M arne IMHHIH A.. Status Inactive
EE aroup !-E- Euternal Perzonnel ar !1292 Kingshay
EE subgroup lE GS /Wi S5M |E11 B-55-5252
Fraom IB2/B1!2BB1 To |12p'31.,"9999
-Additional personal data
Ethnic origin I'w'hite-Nnt Hizpanic Origin _:]
Military status iﬁi|
Field Name Description R/O/C | User Action/Values
Ethnic Origin Will coincide with R Use the drop down menu to
the DOD listing complete your selection
Military Status Either veteran or R Use the drop down menu to
non-veteran complete your selection

After making the entries required, Pressthe Enter button |E

to validate the fields on

to save the transaction.

the screen and then press the Save icon

The result of saving the infotype is that the screen will now show the next applicable
infotype 0041 — Create Date Specifications
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™ Change Date Specifications
Infotype  Edit Goto  Estraz  Spstem Help

= DHece 2HE anan BE @

“ H B2

Perzaonnel no 761 MHame !MI’IRII’I A . Status Inactive

EE group E Esternal Perzonnel ar 1292 Kingzbay

N [6s 65 /wa 55M [e18-55-5252

From 132131/2391 __1_! to |12/31/9999 Chng [81/31/2001 [HO_P657F2

Date Specifications
Date type Date Date type [rate

[81 Diginal Hire Date [02/01/2081 [03" Service Comp Date [0270172081
[B4 Civilian Service [02/8172881 [ [

All of the fields as shown on this infotype are optional and there is no need to maintain
thisinfotype for External employees.

Press the Enter button |2 to validate the fields that are defaulted on the screen and then
[ ]
press the Save icon to save the transaction.
Information

E Record created

o ok, () Help

The key master data is captured on the external employee and the External Hireis
complete. The employee has been given a SAP Personnel ID Number and the employee
information can be accessed in the system.
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|; Process an External Change of Position

Do this when it becomes necessary to move a GSWG APF funded employee, aMilitary
Assigned Employee or an employee of certain Civilian NAFIsinto a new position within
MWR. Only certain key elements will have been captured for these employees. The
procedure as shown below will explain to the user how thisisto be accomplished.

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

HR Heeber Oske EdE Gotop  Extres Ubities  Settings Sy=ben Holp

] IR e DHE Hitoa | BEE

©
Pt nio Iﬁ
Nana AR 1A ASERINE
EE grup IE- Erbmanal Prrs ama Flﬁ Fingrebey
EE ubain [B% 68 fwa Lot cenier [@2 RACEWADLLFOO.
Fron A
[ Aot Prsorrnlm EEomsr | EEmbome]
ety Tiaresle =
_Upi: § Fisrignaion
i
¥ it [ e
B I8
Field Name Description R/O/C | User Action/ValuesComments
Personnel Number | Employee R Either enter the personnel number
Number or use the drop down arrow to
Select.
From The From date R Date of the Position change
of the action
Action type The type of R Highlight the External change in
action to carry Position
out
@

Click on the Execute icon on the applications toolbar.
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Screen: Infotype 0000 Copy Actions

Infobype Edit Goto  Extras  Swstem  Help

&l Blecoce |tk eanaa BRI @
" @ a A? | @ Execute info group g? Change info group
Pers.no. 761
Mame |MHHIH ASPAINI
EE group IE External Perzonnel ar 1292 Kingsbay
EE subgraup [e5 Gsswa 55N [e18-55-5252
From ||B3I2BI2BB1 ﬂ ta I12!31f9999
Personnel action
Achion lype IEHtemaI Change in Pozition ﬂ
Reazon for action I"‘_
Status
E mployment I Inactive j
Organizational assi
Pozition 18882654 Recreation Aide [outh)
Perzonnel area |1 292 Kingzbay
Employee group E External
Employes subgroup IE_S. GS /Wi
Additional actions
Start date Act. | Action ype ActR | Reason £ action E
0342042001 22 ultiple Position Azsignment m ultiple Position Aszignment -
-
K [+]

Use the table below to make the required changes and additions to the Infotype 0000 —

Copy Actions.

Field Name Description R/O/C | User Action/ValuesComments

Action Type The type of action R Field will default in “External
change of Position”

Reason for action R Enter the reason using the drop
down arrow to aid in the
selection.

Employment R Will default to “Inactive” and
will not be available to change
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Position

In the
Organizational
Assignment section

Must be blanked out. The
correct entry must replace the
existing entry. Use the drop
down arrow to select the new
position number Click the Green
check mark or pressthe enter
key to validate the other entries
in this section

Personndl Area

Thiswill default from the
previous position. Blank it out!
Thiswill now default from the
new position upon pressing the
Enter key.

Employee Group

This should default to Externa

Employee
Subgroup

Thiswill default from the
previous position and should be
one of the External subgroups.
Use the drop down arrow to
select if not defaulted.

Press the Enter icon

&

to validate entries. Y ou may or may not receive awarning

message stating that the previous record will be delimited (e.g., the end date of the last
action will now be populate with the From date of the new action.)

Save the transaction by clicking on the Save icon

The screen below shows the infotype after the changes have been made:
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™ Copy Actions
Infotype Edit Goto  Extras  System  Help

G|l

e MY anaa BB @

“ fq;l @ £| I@E:»:en::ute info group 59 Change info group

Pers.no.

EE group
EE subgroup

P | action

761

Name |MI7IRII7I ASPATNI

E Ertermal

[65 G5 /wG
From [e3720/2001 1o

Personnel ar

|12f3119999

1292

Kingsbay

|@18-55-5252

Action type

Reaszon for actian

IExtemaI Chanae in Position

IH Estemal Change in Fozition

Status

Employment

IInactive

Organizational

Positian
Personnel area
Employes group

Emploves subgroup

||1 a8e2517 ﬂ Recreation Aide [Gym)

|1 |9

M apport

IE External
[es’ GS /W

Additional actions

Start date Act. | Action type ActR | Reaszon f.action 1
0342042001 2 Multiple Position Assighment o Multiple Position A ssighment
4] | [+]
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™ Copy Organizational Assignment

Irfotype Edit Goto Extras  System  Help

& | feececHE anan DA @

“ @ @ ‘,2| Org Stucture

Perzontel no 761 MName IMHRIH A.. Status Inactive

EE group IE External Perzonnel ar 12902 Fingshay
EE subgraup [65 G5 /wo 55N [e18-55-5252

From |a3;2mrzaa1 g ta |12;3119999

Enterprnise structure

CaCode 1819 bR MAWSTA MAYFORT
Pers. area 1019 I apport Subarea 1619 td apport
Cost ctr 67 A Gvi PROG

Personnel structure

EE group IE External Payr area Iﬁ Mamn-Payral
EE subgoup  |BS GBS /WG

Organizational plan

Percentage 188_88 A zzignment
Poszition 18882517 Rec Aide-Gym

Fiecraation Aide [Gyr)

Job key |1[1l]l]1251| MNF 018301

Recreation Aide [Gym)
E wempt ﬁ

Org. unit |1 Aga1818 Gym

Gymnagium

Org key |1 292

NOTE: No entries are required on thisinfotype. Look over the fields and press the enter
key to validate.

A pop-up box will appear to create a vacancy for the External employee’s previous
position. Click on “Yes’

Save the transaction by clicking on the Save icon. =

Any other information on an external employee will be maintained through the Maintain
Master Data — Transaction PA30.
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|; Process an External Separation

Do this when it becomes necessary to remove a GS/'WG APF funded employee, a
Military Assigned Employee or an employee from a Civilian NAFI from our Human
Resources system. Only certain key elements will have been captured for these
employees. The procedure as shown below will explain to the user how thisisto be
accomplished.

These employees are NOT being paid through the ADP Payroll processing system. This
information has been kept for record keeping and reporting purposes only. It will be
necessary for the NAF personnel office to obtain a copy of the current and all subsequent
SF-50s from the Appropriated Funds Human Resource Office (HRO) to perform this
input and to keep it current. In addition, certain information for a Military Assigned
person will also be crucial to keeping our HR system up to date.

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

HE Master Data Edit Goto Eaztras  Utlies  Settings Systern Help

|& | H e 2HE DO BR @
—
e}
Personnel no. 761 A
Name !MHRIR ASPAINI
EE group E E sternal Pers.area 1292 Kingzhay
EE subgroup [6S G5 /wa Cost center 222 RACKMROLL FOD...
From |92f151’29l]1
Action type Personnel arl EE group EE zubgrouy :l
Mew Hire |+

Chahge in Position £ Transfer

Multiple Position Azzignment

Separation
Rehire

Leave of Absence

Return from Leave of Absence

Adjuztment in Payp
-

Fetirement

External Hire

Exstemal Separation | -
Il
| »

In the example above, we have selected Personnel number 761, an employee who is
being separated for health reasons.

-
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We have highlighted the line on the Action Types section for External Separation.

We now click the Executeicon! —

Thiswill expose the infotype 0000 — Copy Actions

= Copy Actions _

Infotype Edit Goto Extras Systern Help

|G| SBeceonE anaa BF| @

“ @ a £| I:%E:-:ecute info graup ﬁlﬁhange info graup

Pers.no. 761

M arre Im

EE group IT M Ferzonnel ar 1287 Morthwest Region M4wWH
EE zubgroup IE Flex Continuing S5M |531 -b-6383

From |ﬂ1fﬂ1f2ﬂl]1 to |12f31.l'9999

Personnel action

Action type IE:-:ternaI Separation - |

Feazon for action ﬁﬂ

Status

Employment IWithdrawn ;I

Organizational assignment

Pazition 18083571 Wwiaitress
Personnel area W Morthwwest Region kWH
Employee group F MA

Employee zubagroup IE Flex Caontinuing
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Field Name Description R/O/C | User Action/Values
From date Date of action R Use date of action
Action Type External Separation R Will default in from the action
type
Reason for Action | Thereason for the R Use the drop down menu to
event to be select the reason. 01 =
performed Voluntary. Only one reason
code was set up for termination
because MWR doesn’t track
this.
Employment User defined R Thisfield will default
“withdrawn”
Position User defined R Makethisfield blank.
Personnel Area The assigned area of R Thisfield will default in
the position within
the organization
Employee Group The assigned group R Field will default. You MUST
of employeesthe change the Employee Group.
employee has been Use the dropdown menu to
assigned to. select the correct entry which
iIs“T” for Separated.
Employee The subgroup that R Field will default. You MUST
Subgroup the employee has change the Employee

been assigned to

Subgroup. Use the dropdown
menu to select “TR” for
Terminated.

press the Save icon

Press the Enter button |E
[ ]

to save the transaction.

to validate the fields that are defaulted on the screen and then

The following screen will pop up to ask if you wish to create a vacancy for the position.

-H Create Yacancy

5 10003153

Recreation 5pecializt

Create on

IﬂEHﬁfEﬂlﬁ EI

YESI Mo I =% Ear‘u:ell

Click “Yes”

The system will now expose infotype 0001 — Copy Organizational Assignment
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™ Copy Organizational Assignment

Infotype Edit Goto  Estraz System Help

@ |

rlBl¢cee 2HE anaa | BR @

“ @ @ £| Org Structure

Persannel o 761 Narme [MARIA A Status Withdravan
EE group IE External Perzonnel ar 1292 Kingzbay
EE subgioup [65 &5 /wo 55N |810-55-5252
Fram [e2/16/2001 */to  [12/3179999
Enterprize structure
CoCode 1292 MR SUBASE KINGS BaY
Pers.area 1292  Kingshay Subarea 1292 Kingshay
Cost cir 222 RACKNROLL FOOD Gia
Perzonnel structure
it [T Seperated B [kB  Kingshap
EEstbgoup  [TR Teminsted
Organizational plan
B [09999999  Integration: defaul posi
Tty [1e881246  Recreation Specialst
et [E
i [10881779  Recreation / Maintenance
Tioken [rze2
Field Name Description R/O/C | User Action/Values
Co Code Company Code R Thisfield will default in
Pers Area Personnel Area R Thisfield will default in
Cost Ctr Cost Center R Thisfield will default blank.
Subarea Personnel SubArea R Thisfield will default in
EE Group Employee Group R Thisfield will default in
EE Subgroup Employee subgroup R Thisfield will default with T-
Separ ated
Payr Area Payroll Area R Thisfield will default with TR-
Terminated
Position Position number R Thisfield will default in.
Job Key Job Key R Thisfield will default blank
Exempt Exempt Status R Thisfield will default blank
Org Unit Organizational Unit R Thisfield will default blank
assigned
Orgkey Organization key R Thisfield will default in
assigned

Note: Noentryisrequired for the above screen.

@

Pressthe Enter key L=
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W arning

Record walid from 02/01 /2007 to 12/31./3333

® delirnited at end

R ok, Help

After you have entered your changes to an infotype and used the enter key, you should
receive awarning message (shown above) telling you that a previous entry will be
delimited. This verifiesthat you want to make the change and that you have changed the
From date to reflect your record and that will now be the current record. Y ou may
proceed through the enter key and you will then be prompted to save your changes.

Press the Saveicon to save the transaction.

The window will now display the infotype 0008 — Basic Pay. Thisinfotype will only
appear if the external employee has a basic pay record originally created.
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™ Dizplay Basic Pay

Infotype Edit Goto  “Wage types  Eatraz  Sesterm Help

& || AW eee 2HE DDOD | AB|@

@ @ £| Salary amaount Pa_l,lments and deductions

Perzonnel no 761 Mame IMFIRIFI A.. Status Inactive

EE aroup IE Estemnal Personnel ar 1292 Kingshay

EE subgroup [65 65w 55N [o18-55-5252

From [ez7m172001 1o [12/31/9999  Chno [01/31/2001 [HO_P657F2

Pay zcale

Reazon Iﬁ External Hire Cap. il el |1 a8. 88

T [01  Nawbtwr \WikHrs/period [88.26 [Biweeky

Area [ez  acisa

Group |GS a3 Level IE Annual salary | A.88 (USD
Wage{ ‘Wage type name Dd Amount Eurrenn:i Ing &d Mumber Unit 7
181 8 Hourly Rate - MWH a.a8 UsD I|[F 8.88
Kl | [+ |
1V [02/01/2001 *|[82/15/2001 i]_b" 6.08 [UsSD

The screenisfor Display purposes only and you may Green Arrow through it.

The Record has been created and the External Employee has been separated in the

system.
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|; Process an External Rehire

A GS, Civilian NAF, or Military Assigned EE isto berehired. Only key elements are to
be captured for these employees.

Create or search for position number before starting this action. Search for existing
personnel number in the system.

When hiring a Military Assigned employee enter #99999999 for the position number.
Thisisaspecia number set up just for MA’s.

Menu Path. HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

BAction type Perzonnel arl EE group EE zubgrou

=]

Cazh Award / Lump Surm Pavment

Bctivity Tranzfer

Cption B Rezignation
Wested MAF to G5

£t Rehie I N | N—

Esternal Change in Pozition

-

[ |

<] | ]

Enter personnel number and hit enter. Highlight External Rehire action.

Press the Execute icon E and the Infotype 0000 - Copy Actions screen is shown.
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Systemn  Help

™ Copy Actions

Infobvpe  Edit Goto  Exiras

Reazon for action

Cf

||| glece DMk anan | BE| @
“ @ B ‘E | @EHECU':E info group 5 Change info group

Perz.no. 155

Mame IJI]"I' SALES

EE group IE MHF Personnel ar 1287 Morthwwest Reagion kwH

EE subgraup [FT RegFul Time SSN [+18-98-4769

Fram |ﬂ1fﬂ11’2l]ﬂ1 to |123’31f’9999

- Personnel action

Action bppe IE:-ctemaI Fehire ;I

- Status

E mployment

Ilnactive

]

We will make various changes to this screen and they are reflected in the screen shot
above. We will validate the changes before we save the record. Here are the inputs that

we have used.

Field Name Description R/O/C | User Action/Values

Action type Rehire R Will default in

Reason for action | Thereason the R Y ou may enter the action directly
actionisbeing or use the dropdown menu to
performed select.

Employment User defined R Field will default in Active

Position User defined R Clear thisfield.

Personnel Area The assigned area of R Clear thefield before selecting
the position within Will default from the position
the organization number selected

Employee Group The group that the R Clear thefield before selecting
employee will be Will default from the position
assigned to number selected

Employee The assigned R Clear thefield befor e selecting

Subgroup subgroup for the Use drop down arrow to select.
employee
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@

Press the Enter icon

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to save your entries.

[ ]
Press the Saveicon )

Y ou will now see the next infotype in the rehire action series the Infotype 0002 — Copy
Personal Data

= Copy Personal Data
[fobvps  Edk Gobo Extres  System Help
@[T -iB|eeeCHE anan AF @
|leame
Frisornelng | 155 Hems Hasting. Stshus Wwihdisan
EE group F Separated Peraoninsd ar |1zu7 Horthwses: Region MR
EE subgroup Iﬁ Temwnaiad SEH IEFHF—PSBB
From |HJ"E'I£2IB1 2 Ta 1121313?999
- Nams
Fiorm of adeh Mz
Lzt name |H:s|hg:
Fiist nama |LB:B!E:
Hiddle name |'-|'.":.lnm
Diesioreshion w
Sudli d
Wigme |Haallr|n'= . Leghs Wyneks
-HR data
EEH SLR-85-0ER Gende
Birthy et /22 1976 (® Femalke 1 Make " TED
Coonim Laing |Er‘-geh ;!
LE o Man d|

We have made no changes to infotype record so we validate the entries and save the

record by clicking on the Save icon .

If there are any changes to any of these infotypes, make the changes and/or additions. If
there are none and the information as stated on the infotype remains the same:

V]

Press the Enter icon

@

Y ou will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to save your entries.

[ ]
Press the Save icon

The next infotype is 0001 — Copy Organizational Assignment as shown below.
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™ Copy Orgamizaticnal fssigunemnt

Infobyra Bk Gobo Edras System Hep

B B2 OoSmewe

-lAead JHE sRan | B0 @

Validate all the entries on the screen and then: Press the Enter icon

@

the Record Delimited warning message. Press the Enter icon
warned to Save your entries.

[ ]
Press the Saveicon )

Paizannel ko |_‘i5_5 Mane [m_ Status Huzkren
EE aroun [T Seoemed Persennsd o [1287 Hlesthres Fegion MR
EE subginup [TR Teminaed 5SH [s5n-A5-95RR
Ficen [basmiszent £ [0i/0072002
Emberprise stiacune
Colnce 1287 MWA COMKAYREG. W,
Fers.aiea [1287  attaest Region WA Subare [1287 ez Sound
Cost e wa7 Wi JANITORIAL 127
Peramnne| stiuchuse:
EE o [r one Pair siea [Bm i Fecion
EEathgoup  [FT  AsgFulTime
Digani I pilan
Feceriags m B asoner
Praiic [10@EA961 Dt
Coupsbochal Wtk el
da busy 1BRE1EST MR 12
Corebohial brfcikai
Erscrned [
Ohg it 1ABE3R5G  Cust Siece
Dol S arace
Dighey 1173

@

. You will get

again. Youwill be

Asyou go through the infotypes during the rehire process, validate the entries for

accuracy, make the changes and/or additions as needed and:

@

Press the Enter icon

Enter icon JE again. You will be warned to Save your entries.

Press the Save icon

The next infotype 0006 — Copy Addresses appears.
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[Reomyaaresses
Infotype Edit Goko  Extras  System  Help
@l IBlec@ MR anaa AR @
lams
Personnel no 155 Name Im Status Withdrawn
EE group rT_ Separated Perzonnel ar 1287 Marthwest Region MWwR
EE subgroup Iﬁ Terminated S55M |55l3—85—958[1
From Imﬂ ta Im
Address
Address tupe Permnanent Residence j
cio
Address line 1 I'I 1555 Morth Street
Address line 2 I
City/county IWhidbe_l,l |gland
Statefzip code IW "W azhington W
Country key IUSA j
Telephone number IE!E |_3_9T58?2‘
Commurications I I— I
N
I [ ]
I [

Again, there have been no changes in this information so we follow the same steps as
before.
@

Press the Enter icon

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to save your entries.

[ ]
Press the Save icon

The next screen to appear isthe Tax Area. Always select the state of residence on this
pop up window.

x|

Tax area|Description PostalCode |PostalCode |Start date End date
FED Federal 80000-8001 | 99999-9900 1 91/81/1988|12/31/9999
TER State of Tennessee 37000-0000 | 38599-9999 | 91/01/1980|12/31/9999 |

v|Blilel x|

Double click on state name or click once, then select the green check | @ | This
populates the tax areafield on the next screen, Create Residence Tax Area.

4-111 HRV1 — February 2001



Human Resources

®™ Create Residence Tax Area A

Infotype Edit Goto Exfras System  Help
G Slg¢coe DMK anan DR @

(B )=
Perzonnel no I 1883 N II{FITHLEE... Statuz Active
EE group IE ME Personnel ar I?'? (]3] Headquarters
EE subgroup [FT Reg Full Time 55N [132-42-3318

From Iﬂ3."2l1."2[iﬂ1 ﬂ to |12."31."9999

Resident data

Tax area ITH

Tax Authorities in Area

Tax authority Tax Level

@

Press the Enter icon

@

Enter icon .= again. Y ou will be warned to Save your entries.

. You will get the Record Delimited warning message. Press the

[ ]
Press the Save icon
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® Create Unemployment State

Infotype Edit Goto Exfras System  Help

|& |l CRecce DR ananBE @
(R=N=

Perzonnel no | 1083 M ame |HFITHLEE... Status Active

EE group E MNF FPerzonnel ar I?'}‘ aa Headquarters

i [FT ReqFul Time 55N [132-42-3318

Fror IB3!2B!2BB1 ﬂ b I12i31i9999

[Unempluyment data

T aw autharity |TN Tenneszee

@

Press the Enter icon

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to Save your entries.

]
Press the Saveicon )
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* Copy Withholding Info W4 /W5 US

Irfatvee Bdit Goto Exlras Swstem Help
& |1 jgie@aumm anan I8 @
|em 2

Perzoand na 1063 Hame KATHLEE.. Stshe Active

EE graup [E nr Pevzornelel 7900 Headqusters

EE subgenn [FT RegFul Time 5SH [1a2-nz-2218

Fiom [Easzeszont 2/ [12/31/9900

Shakiss

Tz sathonly FED Federsl Tz lzeel rﬂ Feder=l

Fiing stahus [@1  Singe

Exempbans

Alomance: l_

r Tod eseamit icicaion [T IRS mardais:

Withholfing adusiments

Addwithokirg L5D

Dwemides [fiom Infolype 0234)

Fiomdsle | Endcele | Suppleertal method | Tes oueide | £ | a

We have received a new W4 from the rehired employee and must make the changes to
infotype 0210 — Withholding Info W4/W5 US . In this caseit is for the Federa
Withholding as indicated on the screen.

@

Press the Enter icon

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to Save your entries.

[ ]
Press the Saveicon )

The next infotype in the process of rehiring an employee appears on the next page.
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™ Copy Date Specifications 3

Infotype Edit Goto Exiras System  Help

& |l ZlBlcee DMk ananBE| @
5
RN P
Ferzonnel no IW Mame Im Status Active
EE group IE MHF Personnel ar Iﬁ Headquarters
EEsubaroup  |FT Fleg Ful Time 55N [132-42-3318

From IBEIZBIZBEH ﬂ to |12.f31.f9999

- Date Specifications
Date type Date Date type Date

A1 Original Hire Date Im IE Service Comp Date Im
IE Civilian Service Iw I_ I—
[ r [ I—
[ r [ r
M r [ r
[ [ [ [

Thisinfotype 0041 — Copy Date Specifications shows the rehire date, requires no entry
but must be saved.

Press the Enter icon ‘E

. You will get the Record Delimited warning message. Press the
@

Enter icon again. You will be warned to Save your entries.

[ ]
Press the Save icon

The next infotype is Create Addresses — Unpaid Compensation.
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™ Create Addresses

Infotype Edit Goto Exiras Svstem Help

=2l ClgeceDMi anaanm
3

£| Foreign address

Perzaninel no IW W arne W Status Achive
EE gioup IE MNF Personnel ar Iﬁ Headquarters
EE zubgroup Iﬁ Feg Full Time S5H |132—1I2—3318
Fram Im ta Im
Address
Address type IUnpaid Compenzation ;I
c/o I
Addresz line 1 IEBDD DUNHILL RO]
Address line 2 I
CityAcounty IMILLINGTDN
State/zip code IW W
Country key IUSA ;I
Telephone nunmber I_
Communications I I_
I [
[ [
| [

After making entries, press the Enter icon ‘E to validate. You will be warned to Save
your entries.

. =
Press the Save icon )

™ Copy Additional Personal Data

Infolype  Edit Goto Exiras  System Help
| :l'..E;Jt-“GW_EP.Hﬂ.““ O @

|ame
Faisornel no Rl k] Mame HATHLEE.. Siaus Frive
EE i |; WF Porsonresd & 1NID H ook i s
EE mubgmup [FT FegFdTine 350 M3z-uz-3318

From i E{?lj2ﬂ‘l ﬁ Ta f12fﬂ1{'?999

..ﬁﬂi:un-‘ porzamal dals

Elhric trigin [ttt Higeric rinin =1
Hilday stofs iz deteen

Validate entries by selecting | g | and save this screen.
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The next screen is Copy Residence Status.

= Copy Residence Status

Infotvpe Edit Goto Extras  System  Help
|| I Qlece ek anaa AR @
|lam 2 ;

Perzonnel no I 1883 MHame IHHTHLEE... Statuz Active

EE aroup IE MF Perzonnel ar |?9 aa Headquarters
EE subgroup [FT RegFull Time SSN [132-82-3318

Fraom [E3/20/2001 *|to [12/3179999

Personal identification

Fesidence status I 115 Citizen ;I

1D type

lzzuing Autharity

1D nurnber
lzzuing date

W alidity end date

Employment verification

lzzuing Suthority

Wiork permit number

lzzuing date

|
I
I—
I—
Work permit I ;I
|
|—
I—

Espiry of work, perm.

Record vald from 01/01/2007 to 12/31/9933 delimited at end |SB1 (11100 | IS

@

Press the Enter icon

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to Save your entries.

[ ]
Press the Save icon

=i
The next screen is Create Education. If no entries are necessary, click the icon. If
education datais available, make entriesin al required fields, and save your entries.

The next infotype to appear is the mandated DOD/MWR information type.

Thisisinfotype 9001 — DOD/MWR Specific Data The completed infotype is shown on
the next page.
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™ Create DOD / MWR Specific Data

Infobwpe Edit Goto Extras  System

Help

4

& |l =l

BeaQ@ 2HME D000 BB @

B2

MAF Personnel Office identifier
DOD MwhR Activity Code

18287

o

US5A Funding Under MDA
LS4 Indicatar

Misc.

“weltare ta waork Hire code

D00 Dependent-Sponsar B elationship
Person Hispanic Category Code
Person Designator Tupe Code

0ff Dty Militany Code

Source of Recruitment

Union Eligibility
B argaining Unit Eligibility Code

Bargaining Unit Member Status

Retirement Info.
Fetirement Certificate Mumber
Portability of Retirement Election
Appr. Fund Severance Pay Entitled
Portability of Benefitz Status Code

Pogition Info.

Pozition Sensitivity

Supervizor Pozition

ADP / Kronos Info.

Kronos Badge Mumber
Kronoz Terminal Group
Fronoz Labor Level 3

ADP Company Code

[V Mo Kronos System

Enter icon

ADP File Mumber aeaee8
Misc. Notes
I
Press the Enter icon ‘E Y ou will get the Record Delimited warning message. Press the

@

Pressthe Saveicon = .
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The next infotype in the process 0007 — Copy Planned Working Time appears

™ Copy Planned Working Time '

Infotvpe Edit Goto Extras  Swstem Help

|@ | Bcoce | DME anaa A @
“ Q @ A? m Whork scheduls
Personnel no 155 M ame |Hast:i.nl_:| . Skatus &chive
EE aroup F Separated Perzonnel ar 1287 Marthwwest Region MyWwH
EE subgroup [TR Teminated SN [558-85-9588
Fram IBE!ENIZBEH Ta |12.o'31!9999
~Work schedule ule
Work schedule rule |2 apz2 ﬂF REG 30
~Whorking ime
Ermployment percent I 108.688
Daily warking hours | 8.83
Weekly waorking hours | 48.13
tanthly working hrs | 173.91
Annual working hours I 2087 .88
Wweekly workdays | 5.88

The only entry required was to pick the Work Schedule Rule. In the example it was 2002
—NF REG 30

Press the Enter icon ‘E
&

Enter icon again. You will be warned to Save your entries.

. You will get the Record Delimited warning message. Press the

[ ]
Press the Saveicon )
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™ Create Basic Pay '

Infobype Edit Goto  Wage bypes Extras  Swstem  Help

A ecoe MR Do RE|®

“ i £| Salary amount [ Payments and deductions

Personnel no I 155 Marne IHaSting... Statusz Aclive

EE group IT Separated Ferzsonnel ar 1287 Morthwest Fegion kWH
EE subgroup [TR Terminated 55N [s58-85-9588
From I[‘l3!ﬂ1f2[l[‘l1 to |12.f31."9999
- Pay scale
Reazon I_ Ma reason Cap. util. [l |1 aa. 68
Type [B1  NawyMwR wkHrs/period [ 80-26 [Eiweskly
Area [e3  ac1m
Group IHI’I a1 ﬂ,evel IE Annual salam I a.8a |UsD
‘wage ‘Wage type name Op Amount Currend Ing Ad Mumber Uit
181 8 Howrly Fate - MisdR 8.75|Uus0 |1 |F
©
E
1| [»]
IV (03708172001 - [12/31/9999 i|_)|| 8.88 |UsD

We havefilled in the fields required on this infotype 0008 — Create Basic Pay
We entered the group, the level and the hourly rate of pay.

@

Press the Enter icon

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to Save your entries.

[ ]
Press the Save icon

The next screen to appear is Create General Benefits Information.

HRV1 — February 2001 4-120



Master Data

™ Create General Benefits Information

Infokype Edit Goto Extras System Help

|&|l Dajcee LKk anan @A @
lam e

Perzonnel no 155 MName |Hasting... Statug Active

EE group IT Separated Perzonnel ar 1287 Morthwest Fegion kwh

EE subgioup  |TR Teminated 55N [s50-85-9580

Fram IB3IB1!2BB1 ﬂ to |12f3119999

General Benefits Information

Benefit area W MHawy [MwR]
12t Program grouping sE Seattle
2nd Program grouping HBEH Mo Benefits

Thisis another infotype 0171 — Create General Benefits Information that requires no
entry, just validation of the information and saving it.

@

Pressthe Enter icon

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to Save your entries.

[ ]
Press the Saveicon )

The final infotype to appear in the rehire processisinfotype 0378 — Create Adjustment
Reasons. This screen is shown here.

™ Create Adjustment Reasons i I::

Infotype Edit Goto Extras  System  Help

G| ZBeoe DME anaalEE @
2 s

Personnel no 155 Narne: Hasting.. Status Active

EE group IT Separated Personnel ar 1287 Mothwest Region MWH

EE subaroup [TR Terminated 55N [550-85-9588

From ||E13fﬂ1f2l]l31 #| o |aum1fzaa1

Benefit area INav_l,l (MR
Adjustment reason I Fehire j
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Press the Enter icon |£ Y ou will get the Record Delimited warning message. Press the
&

Enter icon L again. You will be warned to Save your entries.

[ ]
Press the Saveicon )

The process is complete and this can be verified by using transaction code PA30 to
inspect all the infotypes processed during the rehire.

Print a Personnel Action Report, and continue processing rehire with Creating Benefit
Enrollment.
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|; Process an Activity Transfer

NOTE: PERSON TO PROCESS ACTIVITY TRANSFER MUST LOG ON AS
PA40. CONTACT PERSONNEL MANAGER OR CALL HELPDESK FOR
ASSISTANCE.

When an employee transfers from one activity to another, the processrequiresthree
steps. Thefirst step is Employee Separ ation from the employer of origin, or where the
employee is transferring from. That location must initiate the process by completing the
Employee Separ ation for the transferring employee.

The new location, where the employee is transferring to, must complete the transfer
process with the next two steps, Activity Transfer and Change in Position.

These three steps cannot be completed by the samelocation. Thelocation of origin
must initiate the process, with the location of destination completing the process.

Summarized as follows:

What to do Who completesit Wheretofind it

Employee Separ ation Personnel Dept at base Chapter 4 of this manual
employee is transferring Page 4-52
FROM

Activity Transfer Personnel Dept at base See procedure below for
where employeeis menu path and transaction
transferring TO codes

Changein Position Personnel Dept at location | Follows Activity Transfer
where employeeis procedure
transferring TO Page 4-117

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS

Transaction code: PA40
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Personndl Actions

= Personnel Actions 1

FR Master Data Edit Goto BExras Utilites Setiings System  Help

@ ||

W e MR ODAD(RAE|E

et

Perzonnel no.

Fram

728

[E2/2172001 2|

Action type

Perzatinel an

EE aroup

EE zubarou

Adjustment in Pay

[» T

Fietirament

External Hire

External Separal

ticn

[

Annual Appraizal

ctivity Transfer

Cash Award / Lump Sum Payment

Option B Resignation

ested MAF to GS

< |

Field Name Description R/OIC User Actionsand Values
Personnel Number | Original number R Use employee personnel
number
From Date after R Enter date of action (day
separation date after separation date)

Select “Activity Transfer” and then select the 5

HRV1 — February 2001
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= Copy Actions

Infotype Edit Goto Extras

Systern  Help

|||

D Hcee CHR anaa IE @

7
“ !?El ‘2 | @Execute info group 49 Change info group

Pers.na.

M arne

EE group

EE zubgroup

Fram

Personnel action

223
[stepnen Benton
IT Separated Perzonnel ar
Iﬁ Terminated SSM
[e3/z2720m 1o [1zzai79999

1034

Jacksonville

|408-33-8652

Action type |Activit_l,J Transter ;I
Reason for action IH
Status
E mployment |.t'3.c:tive ;I
Organizational assignment
Fazition 99099909 Integration: default posi
Personnel area ﬁ?s? Jackzonville
Emplovee aroup F Separated
Employee subgroup Iﬁ Terminated
T D21
Field Name Description R/O/C User Action and Values
Action Type Activity Transfer | R Thisfield will default in
Reason for Action | Thereason for R Enter 01 - Transfer
the action being
performed
Employment User defined R Thisfield will default to Active
Position User defined R Y ou can enter 99999999. Field
must with completed with all “9”
(New position number will be
entered in the next process
Changein Position)
Personnel Area The assigned R Enter the personnel areafor the
area of the new location.
position within
the organization
Employee Group | The assigned R Change the employee group to “1”
group of for NA aways, use drop down
employees the arrow
employee will be
assigned to
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Employee The assigned Change the employee subgroup to
Subgroup subgroup for the Regular Full Time always (use drop
employee down arrow)

Press the Enter icon ‘E Y ou will get the Record Delimited warning message. Press the

Enter icon JE again. You will be warned to Save your entries.
. =
Press the Save icon = .
™ Copy Organizational Assignment
Infotype  Edit Goto Extras System  Help
LQ;,IH SlHjeee|DHME anaa IR @
“ @ @ A? | Org Structure

Persarnel no 223 Mame |Stephen... Status Active

EE group IT Separated Perzannel ar |1 a3h Jackzonville

EE subgroup Iﬁ Terminated S5N |498—33—8652

From [03/2272081 o [12/3179990

Enterprise structure

CoCode |1 834 'R NAS JACKSOMYILLE
Pers.area 1834 Jacksonwille Subarea 16834 Jacksonville
Ciozt chr | A
Perzonnel structure
EE group IT T, Fayr area IE Jacksonville
EE zubgroup Iﬁ Feg Full Time
Organizational plan
Percentage |1 af. 68 Azzighment
Pasition |99999999 Integration: default posi
Job key |B
Exempt I_

Field Name Description R/O/C User Action and Values
Co Code Company Code R Thisfield will default in.
Cost Ctr Cost Center R Field is grayed out
Subarea Personnel Subarea R Subarea must be entered, use

drop down arrow if
necessary
EE Group Employee Group R Thisfield will default in.
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EE Subgroup Employee Subgroup | R Thisfield will default in.
Payr Area Payroll Area R Thisfield will default in.
Per centage Percentage R Thisfield will default in.
employee assigned
to the position
number
Position Position number R Thisfield will default in.
Job Key Job key R Thisfield will default in.
Exempt Exempt status R Thisfield will default in.
Org Unit Organization unit R Thisfield will default in.
assigned
OrgKey Organization key R Thisfield will default in.
assignhed
Pers Area Personnel Area R Thisfield will default in.
Press the Enter icon ‘E Y ou will get the Record Delimited warning message. Press the
Enter icon Jﬁ again. You will be warned to Save your entries.

[ ]
Press the Save icon

= Delimit Work Tax Area

Infobvpe Edit Goto Exfras  Svstemn Help
Mgu Smeee DHE DL BEI@
N=N=3F=
Personnel no 723 Marne |[:UFITIS .. Status Active
EE group IT M Perzonnel ar 1287 Muorthwest Region kWH
EE subgioup |GG Flex Continuing 55N [s48-32-5490
BE Choose Iﬂllp' az/2881 il to Iﬂll.' a2 /2881 STy I Drelimit. date Iﬂll..' az2/2881
Start date End date Tax | &rea Pct. LI i
/01 /2000 12/31./3353 WA |State of Washington 0.00

Select the “ State of Delimitation” by clicking once, then click the* Delimit” button.
At thispoint, the activity transfer iscomplete. You may now proceed with the
Changein Position.
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|; Process a Change in Position

This procedure describes the steps necessary to process a change in position for a
transfer through the SAP Human Resources system. For transfer of an employee within
an activity, see Change in Position on page 4-25.

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION >HR MASTER DATA > PERSONNEL ACTIONS
Transaction Code: PA40

Enter the personnel number from the employee’ s 52. The “From” date will be the same
date as the Activity Transfer.

™ Copy Actions |

Infobype Edit Goto Exiras System  Help

|& || CiBjece DMK anaa | RE|®

” ,’E @ ‘E | @EHECU':E infio group ﬂ?hange info group

Pers.no. 223

Marme |Stephen Benton

EE aroup IT M, Perzonnel ar 1834 Jackzonvile
EE zubgroup Iﬁ Reg Full Time S5 Ihﬂﬂ—33—8652

Friom |[1312212[1l]1 ] |12!31f’9999

- Personnel action

Action bype IEhange i Pozition ;I
Reaszon for action IF FPayroll &rea Transfer
-Status
Employrnent Ifl'-.ctive ;I

-Drganizational azsignment

Position 10004883 Maintenance Warker
Perzonnel area Wﬂ Morthwest Region kwh
Ermploves group F A,

Employes subgroup Iﬁ Feg Full Time
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Field Name Description R/O/C | User Action/ValuessComments
Action type Action type R Will default “Changein
Position”

Reason for Action | Thereason why R Using the drop down arrow select
the actionis 11 —Payroll Area Transfer for
being taken recordsto transmit to ADP for

payroll. No other reason will
transmit.

Employment In the Status R Will default to Active and it is not
section available for editing

Position The current R Must be blanked out! The new
position number position number may be entered

directly, if known or use the drop
down arrow to aid in the
selection.

Personnel Area The assigned area R Clear thefield before entering
of the position
within the
organization

Employee Group The group that R Clear thefield before entering
the employee will
be assigned to

Employee The assigned R Clear thefield before entering

Subgroup subgroup for the
employee

Hit | v Ito populate the rest of the fields. Most of the fields will default from previous
employee records. We highlight changes specific to employee transfers on the next

pages.
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] B = 7
Copy Organizational Assighment
Infotype Edit Goto Exfras Systen  Help
@ | SHcee /MR anan | RE|@
“ @ @ A? | Org Structure
Personnel no 223 MNarme |Stephen . Status Active
EE group F Ma Perzonnel ar 1834 Jackzonwile
BE [FT ReqFul Time 55 [x88-33-8652
Fram Il]3!22f2[1[11 ﬂ ta |12!31f9999
Enterprize structure
CaCade 1287 MR COMMAVREG, N,
Pers.area 1287 Marthwest Region MwR Subarea 1174 East Sound
Cost ctr 599 | CABINS PAC BCH PROG %
Personnel structure
EE group F Ma Papr.area Iﬁ M Region
EE subgroup F Feg Full Time
Organizational plan
Percentage |1 0o.0a Bgzignment
Pasition |1 aaBuAR3 M aint Wwirker
Maintenance Waorker
Lok . I‘lﬂﬂﬂ‘)‘lu? bl ATAQ OO

You must enter the subarea on thisscreen. Percentage will default to 100%.

Press the Enter icon

@

Enter icon

@

. You will get the Record Delimited warning message. Press the

again. You will be warned to Save your entries.

The next screen isthe “Copy Addresses’ screen.
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* Copy Addresses
Infotype Edit Goto Extras System Help
&l e 2K anaalAE|®
L3
|lams
Personnel no 223 M are IStEphen... Status withdrawn
EE group F Separated Perzonnel ar 1834 Jackzonwille
EE zubgroup Iﬁ Terminated S5M IIII]B—33—8652
Fram [E2/22/2001 o [1273179999
rAddress
Address type IF'ermanent Fesidence ;I
c/o I
Address line 1 |T-"55 Counby W ay
Addrezz line 2 |
City/county IBremertun
State/zip code IWFI Florida |98315
Country key |LIS.-’-‘-. ;I
Telephone number |9 a4 |5!l2—1 249
Communications I I I
| [ ]
I [

. If the address information for the employee has changed, change the information. If
not, use the next record icon to forward to the next screen. The same appliesto all of the

tax infotypes aswell. if the address changes, change the tax infotypes. If not,
through the records so the data will not be changed.

@

Press the Enter icon

@

. You will get the Record Delimited warning message. Press the

Enter icon again. You will be warned to Save your entries.

The Delimit Work Tax Area screen will appear. When you get to this screen, select
PREVIOUS state of residence. Click on delimit button. This savesthetransaction.

Continuethrough all screens making changes or validating fields, saving entries as
you go. When you get to the screen “ Copy Planned Working Time,” see next page
for instructions.
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* Copy Planned Working Time

Infotvpe  Edit Goto Exiras System  Help

& || ClBecece DHE anan | BE @
B 2 [work schedule &
Personnel no 223 Hame IStEphE"n... Stabuz Active
EE group F M Ferzonnel ar 1287 Morthwest Region MwHR
EE zubgroup Iﬁ FReg Full Time S55M |hﬂﬂ—33—8652

From IBE!22IZBB1 To I12,’3119999

Work schedule rule

Whork schedule e IEBT ﬂ
Working time
Employment percent Im
Daily warking hours m
Wheekly working hours Im
tonthly warking kbrs IW
Annual working hours Im
WWeekly workdayps Iﬂ

Enter the“Work Schedule Rule” from the employee’ s 52.

@

Press the Enter icon . You will be warned to Save your entries.

Continuethrough all screens making changes or validating fields, saving entries as
you go. When you get to the screen “ Personnel Actions’ the Changein Position is
complete.

Enroll employee in applicable benefits using the Benefit Enrollment process.
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